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INEPEYEHb COKPAIIIEHUH

COKpaIIIEHI/ISI, KOTOPBIE UCIIOJIb3YIOTCA B HACTOAIIEM NOKYMEHTe, IIpYBeIeHbI B Ta6Jmue 1.

Tao6smmma 1 — Cokpaienust 1 paciinppoBKHU

Coxpamienue PacmmdpoBka
oC OmneparnvoHHas cucTeMa
I10 [IporpammHoOe obecrieueHue

«MonOduc Tekct»

[Tpunoxenue «MoiOduc Tekct. JJomaniHss Bepcus»

«MoitOdwuc Tabmuma»

[Tpunoxenue «MorOduc Tabmuma. JloMarHss Bepcus
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1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc Tekct» — pemakTop st OBICTPOTO U yOOOHOTO Cco3MaHus U GpOpMaTHPOBAHUS
TEeKCTOBBIX JIOKYMEHTOB JIFOOOM CJIO)KHOCTH Ha OIllepallMOHHBIX cucTemaxX Linux, Windows u
macOS.

[Togpo6HOe omurcaHre BO3MOXXHOCTEN NpWIOXKeHUs puBefieHO B JIoKyMeHTe «MoitOduc

CrangmapTHbii 2. JlomMarHss Bepcus. PyHKIIMOHATbHBIE BO3MOXKHOCTHY.

1.2 CucremHbIe TpebOBaHUS

[Tepeuenp TpeGoBaHMI K IIPOrPaMMHOMY U alllapaTHOMYy o00ecCliedeHUIO IIpUBe/IeH B

nokymenTe «MoiOduc CrtangaptHbiii 2. JlomaiHss Bepcust. CUCTeMHbIe TpebOBaHU».

1.3 Orpannuenus
1.3.1 Orpanuyenust Ha ¢popmar ¢aiisioB

Cnucok ¢dopMmaroB, mnojaepkuBaeMbix mpuioxeHueM «MonOduc TekcT», npuBefeH B

Tabmuiax 2 u 3.

Tabmuna 2 - IloanepxkuBaemsie popmartsl ¢paiiyioB B OC Windows/Linux

Omnepanus ITonpepxuBaembie popMaThI

OTkpbITHE/MMITOPT GAMIIOB DOC, DOCX, RTF, ODT, XODT, TXT, XOTT

Coxpanenue daiiioB DOCX, ODT, XODT

IKcIopT ¢aiinoB PDF, PDF/A-1, TXT, XOTT

Taomuna 3 — Ilognep:xxuBaemselie popmats! paisioB B OC macOS

Oneparust Iloanep:;xuBaeMsblie popMaThI

OTkpbITHE/UMTIOPT daliioB DOCX, ODT, XODT, TXT, XOTT

CoxpaneHnue daiioB DOCX, ODT, XODT

IkcropT daityioB PDF, PDF/A-1, XOTT
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1.3.2 Iloanep:xuBaemsble s1I3bIKU HHTepderica

—  Pycckuii;

—  AHrmuickuii;
—  DpaHITy3CKuH;
— Tarapckuii;

— balkupckui.
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2 IIOAT'OTOBKA K PABOTE

2.1 YcranoBka

VYcranoBka [10 «MoitO¢duc Cranmaptabid 2. JlomarHss Bepcus» MOAPOOHO OIucaHa B

nokymeHnTe «MoOduc Cranmaptabii 2. JloMarHss Bepcrs. PyKoBoICTBO IO yCTaHOBKe.

2.2 3amyck

2.2.1 3anyck B OC Windows

Yrobel oTKpbITh mpusioxkenrne «MoitO¢uc Tekcry», ycraHosimeHHoe u3 Microsoft Store,

IIeJIKHUTE TI0 ero sipyibiky B riiaBHOM MeHio OC (cM. Pucynok 1).

M

(;: Meauwanneep

W Mo#Oduc Tabauua flomawHss sepcua

' MotiOduc Tekcr flomaluHss sepcua

3

Pucynok 1 — dpnbik npunnoxxenus B riaBHoM MeHio OC Windows

Yto6sl oTKpHITH npuioxeHue «MoiiOduc Tekcr», ycTaHOBIIEHHOe

camra

https://myoffice.ru/products/standard-home-edition/, miesnkauTe 1Mo ero spabiky Ha pabodeM croiie

(cm. PucyHnok 2) win B rmaBHOM MeHto OC (cm. Pucynok 3).

=4 &

MeiOdguc MoiOduc
Tekcr TaBnuua
JoraliHag JomawHas
BEpCUA BEpPCHA

'« EI =

Pucynok 2 — Spnbik npunnoxkenuns Ha pabouyem croie OC Windows
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M

(;> Meauanneep

- Mo#Oduc CrangaptHoiid. Jomaw... ~
F Mo#Oduc Tabauua. [lomawHan sep...
. Mo#Oduc Tekcr. lomawHan sepcun

3

‘ilﬂ Ypanute MonOduc CranaaptHoii. ...
I P

Pucynok 3 — Spnbik npuioxkenus B riiaBHOM MeHio OC Windows

2.2.2 3anyck B OC Linux

Yro6s! oTKpHITE HpUiokeHue «MoiOduc Tekcr» B OC Linux, HieKHUTe 10 ero SIpJbIKy B

meHto npwioxkeHndd OC (cm. PucyHok 4).

[z Paboumia cTon - LibreOffice Math
2 &5
@ WHTepHet Co3AaHME 1 PEAAKTMPOBAHME HAYUHEL...
Kopsuka l %ﬂ Oduc I % LibreOffice Writer
- Co34aHke 1 PeAAKTUPOBAHME TEKCTE ...

g
e, jectLi
s CMCTEMHBIE i ProjectlLibre

Cuctema i
ag
[S Y CTan e naHUpPOBAHKE 11 YNPABNEHWE NPOEKT.

% MeHegxep NakeTos J MoiiOduc Tabnmua JomMallHA...

EbINONHEHWE BEIMWCREHWH, aHANWS...

?ﬁ AIMUHWCTPUPOBAH ME

[%%] LienTp ynpaenexus _ -
= Hewrpynpa 'T%| Napametpsi MoiiOpuc TekcT [LoMALLHAS B...

TepmuHan CosgaHne W pegakTupoBaHe TEKC...
MpoCMOTPLLME A0KYMEHTOB Afril

@ 3 Em oK PDEI-ETI:- BKPEH @ HPD{MDTP MHOTOCTpa HAYHBIX A0KYME...

E 33BEpLWWTE CeaHC L‘ﬂ CnoBapb MATE

=~ MpoBepWTL ONpeAEneHkE M NPaBOTAC...

Momck: | Q

0| BTy

% MeH

PucyHok 4 — fpinbik npunoxxenus B MeHro npwioxxernii OC Linux
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2.2.3 3anyck B OC macOS

Yrob6s! oTkpeiTh npunoxenue «MonOduc Tekcr» B OC macOS, mienkHUTe MO 3HAYKY

MoiiO¢uc CranpaprHslii. [lomanmnasa Bepcus B Launchpad (cm. Pucynok 5).

MonOdodwuc C...Hsa Bepcus App Store

L EISICE L L )]+

Pucynok 5 — 3nauok MoitO¢uc Ctangaprasiii. [lomamusas Bepcus B Launchpad

OTkpoetcst crapToBasi crpaHunia (cM. PucyHok 6), ¢ TOMOIIIbI0 KOTOPOUM MOXKHO BBITIOJTHUTh

CJIelyIolve eNCTBUS:

@ [+4) Do6po noxanosatb B MoitOdpuc CrtaHgapTHbIN. [lOMalLHAS Bepcus

MoinO¢uc CtaHgapTHbIi. [loMallHAa Bepcust

I = ' MoitOduc TekcT. [lomalHsas Bepcus

MoitO¢uc Tabnuua. [loMmalwHss sepcus

OTKpbITL dain...

Pucynok 6 — CraproBas cTpaHuna
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—  Ortkpeith mpunoxenue «MoiOduc Tekct». IIpu Bxose B mpuiiokeHre aBTOMaTHYeCKH
co3iaeTcst TeKCTOBbIN dain (cM. pasnen 4.1.1).

— Ortkpeite  npunoxenve «MoOduc Tabnuma». [Ipy Bxome B npusoxeHue
aBTOMATHYeCKH CO3/1aeTcsl JIeKTPOHHAsI TabJrIia.

— OTkpeITh cymecTByOIMK ¢ain B npunoxkennn «MouOduc Tekcr» wm «MounOduc

Tabmuma» (cm. pasnen 4.1.4).

[Ipu mepBoMm 3amycke sipibiku npusoxkeHnii «MouOduc Tekcr» u «MorOduc Tabmuma

aBTOMaTUuecku nobasisgrorca B Dock.

2.3 JInneH3noHHOe CorjIalieHue

[Ipu nepBom 3anycke [10 «MoiO¢uc Crangaptaeiii 2. [JomaniHssi Bepcrs» BHUMAaTeJIbHO
MPOYUTANTe YCIOBUSI JIMIIEH3MOHHOTO COIMVIAlIeHWUSI U TOJMUTUKU  KOHQHUIEHIIHATbHOCTH

(cM. Pucynok 7). Eciiy BbI corsiacHbl ¢ 0003HaUeHHBIMU YCJIOBUSIMHU, HAXKMUTe KHONKY IIpHHATSH.

o NlnueHaneHHOE cornallerne u MNoanTKa KOHGWAEHUMANEHOCTH >

[ o6po noxxanoBaTb

‘ ‘ B MoitOduc Tekcr

BHUMaTENLHO NpoYWUTaATE M NPUMUTE YCNoBWA JIMUEH3IMOHHOrD
cornaweHns 1 MoanMTrk KoHGMAeHLMaNEHOCT .

JInueH3noHHbIM AoroBop Ha
NCNONb30BaHMe

«MonOd¢uc CtaHAapTHLINA.
[omalHasa Bepcna»

HacToALMA NMLEH3MOHHbIA AoroBOp (danee

— «JINLLeH3WOHHDbIR JOrOBOpP=») YCTaHaBAWMBaeT
YCNOBWA UCNONb3OBAHWA AOMaLIHER BepCcHi
nporpammbl gna 3BM «MoiOduc

CTaHJapTHbI» (ganee No TeKCTy -
«[MporpamMmmMHoe obecneveHmnes) u

3anovaetca mexay Bamun u OO0 «HOBLIE
OBJIAYHBIE TEXHONOTWN», ABaaowmmMca v

[MprHATE OTKAOHWTE

Pucynok 7 — Okxo JIunen3nonHoe coriamrenue u Ilontuka KoHQUIeHITHATIBHOCTH
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2.4 O0HOBJIEHHE POXYKTA

s cBoeBpemenHoro o6HoBieHus: [10 «MoitOduc CranpapTHeiii 2. JlomMaliHsst Bepcus»,

yCTaHOBJIEHHOTO C cadTa https://myoffice.ru/products/standard-home-edition/, pexomenmyertcs
BKJIIOUMThH aBTOMATUYECKYI0 POBEPKY HAJIM4UKs HOBBIX BEepCHUH.
J1J1s1 3TOTO BBIMIOJIHUTE CIIeAYIOIe IeWCTBHUS:
1. Tlocme mepBoro 3amycka npwiokerud «MoOduc Texkcr» nw/mm «MorOduc Tabmura»
3aKpoWTe UX U OTKPOUTe JIF000e U3 3TUX MTPUII0KEHUN TIOBTOPHO.
2. B okxue ObHoB1eHue npuioxkenusa (cM. PucyHok 8) nHaxkmure kHornky IIpoBepsaTh

dBTOMATH4YEeCKH.

OBHOBNEHWE NPHACHEHNA

J Mpoeepats HanWuMe oBHOBAEHWIA aBTOMaTUUECKW?
-

XoTuTe W Bbl, UToBE HaAWYWe oBHOBNEHWHA NPOBERANCCE
AaBTOMATUYECKWT Bel BCErga MOMETE NPOBEPpUTE SOCTYNHEE
OBHOBNEHWA M3 KOMEHAHOD MEHHD,

InpD&EpHTh EIBTDMETHHIE‘EKH' He npoeepate

Pucynok 8 — Okno O6HOBIeHHe TPHUJIOKEHH S

Ecnu Tpebyercst OTKIIIOYUTh aBTOMaTH4eCKUM ITOMCK HOBBIX Bepcui, HaxkmuTe KHOIKy He
NPOBEpPAThH.

Hanuune HOBBIX BepcHil MOXKHO Tak)Ke IIPOBEPUThH BPYUHYIO. [[jis1 3TOro BhIOEpUTe ITyHKT
koMaHaHoro MeHio CrpaBka > IIpoBepurts Hanmumuue 00HOBJIeHHUH (CM. pasfen 3.2.8).

[IMaru no oOHOBNEeHHIO TMpPOJAyKTa MHOAPOOHO omnucaHbl B JoKymMeHTe «MoitOduc

CranpapTtHbii 2. JlomarHss Bepcrs. PykoBoJICTBO 110 yCTaHOBKE.
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3 UHTEP®EVC

3.1 I'maBHOe 0OKHO

B riaBHOM okHe nipuioxkenust « MoniOduc Tekcr» comepxxarcs (cm. Pucynok 9):
1. Komaumnoe meHro.

2. IlaHenb UHCTPYMEHTOB.

3. Pabouas 06sacThb.

4. BokoBas IaHeJb.
5

CTpoka coCcTosIHHUS.

KomaHgHoe MeHo MaHens UHCTPYMEHTOB
| |
(=4 Hoswiii gokyment 1 - MoiiOdguc CrgnaaptHeiii. Jomalnas sepcus - O *

®ain [lpaeka Beraska @opmar  WHotpyments Bug  OBwwi goctyn Cnpaeka

L Be XO0DBv & Aa Tr

doBaeuTe E] w (__} -f__:’ Q won
H3bpanHoe Tann Mpaska WpudTt Ab3ay Crmnn Bcraska ~
2 1 : 1 2 3 4 5 6 7 & 9 10 11 12 13 M4 15 16 17 1B -
1 Bokoeas naHens —————@

2 Pabouvan obnacte

Crpanunua 1 w3 1 ' = * + 0% ¥
|
CTpoKa coCTOAHMA

Pucynok 9 — I'naBHoe okHo nipunoxenus « MotOduc Tekct»
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3.2 KomanaHoe MeHI0

3.2.1 Menrw «dPaitn»

Menro dPaiisr colepkUT Clieyrolre koMauas! (cM. PucyHok 4):

Daitn  [lpaeka Beraska @opmar MHctpyme

[ Cosgate Ctrl+N

Cozgate no wabaony...

[~ OTkpoiTe.. Ctrl+0
OTkpHITE B... r
HegaeHwe oKy MeHTsl L4

& CoxpaHuTe Ctrl+5
CoxpaHuTe KaK... F12
IKCNOPT...

CoxpaHnTe wabaoH..,

MNapameTpel cTRaHMLUE Ctrl+5hift+P
= Mewatb.. Ctrl+P
JakpriTe

Pucynok 10 — Menio Paiin

1. Co3maTh — cO37aTh HOBBIM IOKyMeHT (CM. pa3fen 4.1.1).

2. Co3marp o mabI0Hy — CO3aTh HOBBIM JJOKYMEHT Ha OCHOBAHHHK paHee COXPAaHEeHHOIrO
mabsioHa (popmar XOTT) u3 BeiOpaHHOTO aiiyia, HAXOASIIErocs Ha CTallMOHAPHOM WJTH
ChEMHOM HOCHUTeJIe, TOJIK/TFOUYeHHOM K KOMITBIOTepY MoJib3oBaTesist (cM. paszen 4.1.3).

3. OTKpBITb — OTKPBHITb CYIIECTBYIOIIUM JOKyMEHT TIOCPeJCTBOM YKa3aHUsl ero
MEeCTOHAXOXeHUs] Ha CTAllMOHADHOM WIM CbeMHOM HOCHUTeJle, TMOAK/IIOYeHHOM K
KOMIIBIOTepY MoJib30BaTesis (CM. pasnen 4.1.4).

4, OTKpBITH B — OTKPBITb TeKYyIIUHA J[JOKYMEHT B JIPyrOM TeKCTOBOM peJlaKTope

(c™m. paznen 4.1.6).

Hactpoiika oTobpaxkeHust myHKTa MeHI0 OTKPBITH B HEeJJOCTyIIHA IIpU paboTe B

OC macOS.
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5. HenaBHHMe NOKYMEHTbI — OTKPBITh W/WJIM OYUCTUTH CIIMUCOK IOCJIEJHUX JJOKYMEHTOB
(cMm. paznen 4.1.5).

6. CoxpaHUTB — COXPaHUTb JOKYMEHT C CyIIeCTBYIOIIMM HMeHeM M pacClIMpeHueM B
Tarke, IIpeJyCMOTPEeHHOM 1o yMordaHuio (cM. paszen 4.1.7).

7. CoxpaHHMTh KaK — COXPaHUTh JJOKYMEHT C BO3MO>KHOCTbIO Ha3HaueHUs HOBOTO MMEHH,
pacIIupeHus U IyTH COXpaHeHus (CM. pasgen 4.1.7).

8. OKcmopT - DJ3KCIOPTUPOBaThb [JOKyMeHT B mnopaepxuBaemoM II0 «MoitOduc
Cranpapraeiii 2. [lomamHss Bepcusi» ¢opMare C BO3MOXKHOCTbIO Ha3Ha4eHHsI HOBOI'O
MMEHH | ITyTH 3KcropTa (cM. pasnen 4.1.9).

9. CoxpaHuTh HIA0JIOH — COXPAHUTh TEKYIUM JOKYMeHT Kak I1abioH B ¢opmate XOTT
IUTSI CO3TTaHUSI TIOCTIeTyIOIIMX JIOKYMeHTOB (CM. pasnen 4.1.2).

10. IIapamMeTpsI CTPAHUIBI — HACTPOUTD [TapaMeTphl CTPAaHUIB! (cM. paszen 4.10.1).

11. ITeyaTh — HAaCTPOUTH ITApaMeTPhI IeYaTH U pacredaTaTh TOKyMeHT (cM. pasnen 4.1.10).

12. 3aKkpBITh — 3aKPHITh AKTUBHOE OKHO IpUiioXkeHus (cM. paszzen 4.1.11).
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3.2.2 Menw «IIpaBka»

Mesnto IIpaBka conepxur cieayroiye koMmadabl (cM. Pucynok 11):

Mpaeka Becraeka @opmatr  VHctpymednte Bug O

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BcTaBWTh ToMbKD TEKCT
BcTaemte nz Gydepa obmena r

A KonvposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpumeHnTE dopMaTUpoBaHUE Ctrl+5Shift=V
Bmagenute Bce Ctrl+A

1 Mowck Ctrl+F

Pucynok 11 — Menio IIpaBka

1. OTMeHHTB — OTMEHUTH [10C/Ie[IHee JIeHCTBYe, IPOU3BelleHHOe C JIOKyMEeHTOM.

2. IIoBTOPHUTH — BePHYTh pe3yIbTaT OTMEHEHHOT'O IeUCTBHUS C JIOKYMEHTOM.

3. Beipe3aThb — noMecTUTh B 6ydep ooMeHa OC BbIlesieHHBbIe JJaHHBIE C UX YJaJleHueM U3
nokymeHTa (cM. pazzen 4.9.1).

4. Kommposartb — nomectuTth B 6ydpep oomena OC BuifiesieHHbIE TaHHBIE 6e3 UX y/ajeHus
U3 JJokyMeHTa (cM. paszen 4.9.1).

5. BcraBuTh — BCTaBUTH HaHHble U3 Oydepa odbMeHa OC ¢ coxpaHeHHeM HCXOAHOTO
dopmarrpoBanus (cM. paszen 4.9.2).

6. BcTaBUTH TOJBKO TeKCT — BCTaBUTH JaHHble U3 Oydepa oomeHa OC 6e3 coxpaHeHus
rcxoaHoro ¢bopMatrpoBaHus (cM. paszen 4.9.2).

7. BcraButh u3 0ydepa odOMeHa — BCTaBUTH JaHHbIE U3 paclidpeHHOro 6ydepa obmMeHa
(cm. pasmen 4.9.3).

8. KommpoBaTth ¢popMaTHpOBaHHe — KONIMPOBaTh B Oydep obmena OC popmaTrpoBaHue
BbIJIeJIeHHOTO ¢pparmMeHTa TekcTa (CM. pasnen 4.3.6.2).

9. Ilpumenuts d¢opmMaTHpPOBaHHe — TPUMEHUTH (GOopMaTHUPOBaHUe, cofepxkallieecs B

6ydepe oomena OC, k BbiZielIeHHOMY ¢parMeHTy Tekcta (M. paszen 4.3.6.2).
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10. BeigenTh BCe — BBIJIEJIUTH COAEPXKAMOE BCero JOKYMEeHTa.
11. ITorck — BBINOJHUTH MOUCK WJIM TOWCK M 3aMeHy YyKa3aHHOro ¢pparMeHTa TeKCTa M0

BCEMY JIOKyMeHTYy (cM. paszen 4.2.8).
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3.2.3 Menio «BcraBka»

Mesto BeraBka conepxur ciefyromue koMmasasl (cM. PucyHok 12):

Beraeka @opmar  WHetpymentw  Bug O

Wzobpaxerie...

TekeToBoE NOne

&) Qurypa %
BEH TabBawua...

() dopmyna...

CneynanbHele CUMBOALL.,

*=  Paspbie cTpaHWLpl Ctrl=Enter

‘= Paspuwie pasgena

# Howmepa cTpaHuy 3
B KosoHTumynm *
=: Ornaenexune

¢ Comnka... Crl =K

=1 [lepekpecTHan ccelIKa...

[l  3aknagka...

AE  CHocka Ctrl+Alt+F
£ [Jara

() Bpems

Pucynok 12 — Menio BcraBka

MN3o0paxenne — BCTaBUTh M300pakeHue (CM. paszen 4.5).

TexcToBoe moJie — BCTaBUTh TEKCTOBOe ToJie (CM. pasnen 4.6.3).

durypa — BcraButh Gurypy (cm. pazgen 4.6.2).

Ta6ummma — BcraBuTh TabmuIy (cM. paszen 4.4.1).

®dopmyia — BctaButh hopmyity (cM. pazzen 4.8.1).

CroenmnanbHbIe CHMBOJIBI — BCTaBUTh CIIeIIMAIbHBIN CUMBOII (CM. pa3zen 4.2.6).
Pa3psIB cTpaHUIBI — BCTABUTDH PAa3phbIB CTPAHUIIBI (CM. paszen 4.10.4).

PaspsIB pa3nesia — BCTaBUTDH pa3pbiB paszena (cM. paszen 4.10.5).

© e N e W N

Homepa cTpanui — BCTaBUTh HOMepa CTPaHUIT B KOJIOHTUTYJIBI (CM. pasfen 4.10.3.1).

10. Kos1oHTHTYJIBI — TIEpEeNTH B PeXXUM peJlakTHPOBaHUsI KOJIOHTUTYJIOB (M. pa3zen 4.10.2).

11. OryraByieHne — BCTaBUTh aBTOMAaTU4IeCKH cobrpaemoe orasjenue (cM. paszaen 4.10.6.2).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024

25



MonOdonc

12. CchliIKa — BCTaBUTb T'MIIEPCCHIIKY (CM. paznen 4.2.3.1).

13. IlepexpecTHast CChLJIKA — BCTaBUTb [1€PEKPECTHYIO CChUIKY (CM. pa3zen 4.2.3.4).
14. 3akyagka — BCTaBUTh 3aKjajky (cM. pasznen 4.2.5.1).

15. CHocKa — BCTaBUTh CHOCKY (CM. pasmen 4.2.2.1).

16. JTaTa — BCTaBUTh TeKyIIyto aaty (cM. pasmen 4.2.7).

17. Bpems — BCTaBUTh Tekylllee BpeMsi (CM. paszen 4.2.7).
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3.2.4 Menw «Popmar»

Memntio Popmat cojiepKUT ciiefiytoiie KoMau bl (cM. PucyHok 13):

Dopmat  WHctpymente Bug  OBwwii goctyn Cnpaeka

OuncTuTe dopMatMpoBaHue Ctrl+5pace vl 14 v AT AT = = = = = T
WpndTe X MomysvpHei Ctrl+B = = H - q
BuipasHnBaH ke P K Kypcus Ctrl+l
lMoeopoT TekcTa P U MoguepknyToit Ctrl=LJ
WsoBpakenne Y AT YMeHbWINTE pasmep WpndTa
Tabnmua Y A" YeemwuuT pasmep wpndra

T 3avuepkHyTHN

¥*  HagcTpouHbii 3HaK Ctrl+Shift+=

¥z [logcTpoqHbii 2Hak Ctrl==

AR BrenponucHee Ctrl+Shift+A

MexcMMEONBHEIN NHTEpBAN P AR YnnotHeHHBR

AR OB biYuHIRA

4B PazpemerHbiit

Pucynok 13 — Mento ®opmar

1. OumctuTh pOopMaTHpPOBAHHE — OUMCTUTH (POPMATHPOBAHME BBIIEJIEHHOTO PpparMeHTa
Tekcra (cM. pasgen 4.3.7).

2. IIpudTsel — BIOpaTh HayepTaHUe U pa3Mep mipudTa (cM. pasnensl 4.3.2.3 u 4.3.2.4) u
HAaCTPOUTb MEXCHUMBOJIbHBIA HHTepBan (cM. pasnen 4.3.3.4) pAns  BblIeJIeHHOTO
¢dparmenTa Tekcrta. I[lpu BbIOOpe 1aHHOW KOMaHAbl OTKPBIBAeTCS IIOJIMEHIO CO
ClleyIoIIMMUA KOMaHAaMHU:

— IlomyKupHBII — U3MEHWUTHb THI HadyepTaHWS BBIODAHHOIO (parMeHTa TeKCTa Ha

TOJIYKUPHBII;

KypcuB — u3mMeHUTh TUIT HaUepTaHUsI BBIOPaHHOTO pparmMeHTa TeKCTa Ha Kypcub;

IloguepKHYTBIH — M3MEHWUTb TUIl HauepTaHUs BbIOpAaHHOIO ¢parMeHTa TeKCTa Ha

HO4YEPKHYTHIM;

— YMeHbIINTH pa3Mep mIpuQTa — yMEHbIIUTh pa3Mep HIpUdTa Ha OOUH IIyHKT;
YBenuuuts pa3mep mpu@Ta — yBeJIMYUTh pa3Mep MIpUdTa Ha OJIUH ITyHKT;

3a4yepKHYTBHIH — U3MEHUTb TUI HadepTaHUsl BbIOPAaHHOTO ¢parmMeHTa TeKCTa Ha

SAICPKHYThHIH,
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Hapcrpounpnii 3Hak -~  opopMUTb  BBIODaHHBIM  (parMeHT  TeKCTa
B BI/IHe HaJCTPOYHBIX 3HaKOB;

IlogcTpounbni 3Hak —  opopMUTL  BbIOpaHHBIM  ¢$parMeHT  TeKCTa
B BUJIE noacTpouHbix 3HAKOB

Bce nponucHbie — ipeobpa3oBaTh BCe CTPOYHbIe OYKBbBI BblleJIeHHOTO ¢pparmMeHTa
tekcta B [IPOITMCHBIE;

MekcuMBOJILHBIH HHTepBajl — BbIOpaTb TUI HHTepBajla MeXIy CUMBOJIAMU

TeKCTa: yIUIOTHEHHbI, OOBIYHBIN, pa3peXeHHBbIN.

BripaBHHBaHHe — BBIPDOBHATH BBIIEIEHHBIN dparMeHT TekcTa (CM. pasjensl 4.3.3.1 u
4.3.3.5). Ilpu BbIOOpE MaHHOM KOMAaHJbl OTKPBIBAETCSI TOIMEHIO CO CJIeAyIONUMHU

KoMaHaamu (cM. PucyHok 14):

Dopmat

OuncTute fopMaTHpoEaHWE Ctrl+5Space

MHcTpymerTer Bug  OBwwi goctyn  Cnpaeka

[rp—

14 (v AT AT = v

£

WpudTes ’ AR T A O e
BroipaeHuBaHWe P = BoipoBHATE TEKCT NO AEBOMY Kpao Cri«L |
MosopoT TekcTa P = MoueHtpy Cirl+E
e y = DBbipoBHATE TekcT No npasomy kparo Ctrl+R
Tabanua p = BoipoBHATE TEKCT NO WKpKHe Ctrl+)

#=  ¥YeennmunTe oTcTyn

€= ¥MeHBLWWTE OTCTYN

Pucynok 14 — ITopmentio BeipaBHHBaHHe

BBIpOBHATH TEKCT 10 JIEBOMY Kpal0 — BBIDOBHSTH BbIJIEJIeHHBIM (PparMeHT TeKCTa
I10 JIEBOMY KpalO CTPaHUIbI;

ITo meHTpY — BHIPOBHSTH BbljleJIeHHBIN (pparMeHT TeKCTa 110 IIeHTPY CTPaHUIIbL;
BBIpOBHATE TeKCT IO NpPaBOMYy Kpal0 — BBIPOBHSTH BBblJIeJIeHHBIM (pparMeHT
TeKCTa I10 IPaBOMY Kpalo CTPaHUIIbI;

BBIpOBHATH TeKCT IO IIHPHHE — BBIPDOBHATH BblJleJIeHHBIN pparMeHT TeKCTa II0
[IUpYHEe CTPaHUIbI;

YBemuuTh OTCTYN — YBeJIMYUTb OTCTYNl BbljIeJIeHHOTO ¢parMeHTa TeKCTa OT
JIeBOT'O Kpasi CTPaHHUIIB];

YMeHBIINTL OTCTYN — YMEHBIIUTb OTCTYI BbIIEJIEHHOIO ¢parMeHTa TeKCTa OT

JIEBOT'O Kpas CTPAHUIIbI.
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4. IloBopor Tekcra — moBepHYyThb Ha 90 TpagycoB BIIEBO WM BIPAaBO TeKCT,

pacIooXeHHbIN B si9eiikax Tabmuiel (cM. Pucynok 15 u pasnen 4.3.4).

®opmar  Whcrpyments Bug  O6wwin goctyn  Cnpaska

OuncTuTe dopMatpoeadne Ctrl+5pace vl [1a [« A= AF :
WpndTe b AR e ﬁ . ©. )
BmpaeHueaHme 3
MoeopoT TekcTa b AE  Her (0 £
Nz0Bpamerune y | [MoeepryTe Bneso Ha 90°
TaBanua Y |% TNosepHyTs BNpaso Ha 90°

r

Pucynok 15 — [Togmento IloBopoT TekcTa

5. H3obpaxkeHue — HaCTPOUTDH NapaMeTpbl H300pakeHus. [Ipu BbiboOpe TaHHON KOMAaHIbI

OTKPBIBAeTCS TIOJIMEHIO CO CJIeAYIOMMUMH KoMaHAamMu (cMm. PucyHok 16):

Dopmat  ViHcTpymedTe  Bug OBwwi goctyn Cnpaeka

OuncTuts fopMaTHpoEaHe Ctrl+Space - = +E - = = = = KR
LWpwdT r 1— -
pud CNOREHWE M= W = 2= H i C”
Bmipaerueanne r
AB3au
MosopoT TekcTa L
WMzo06paxeHue r OBTekaH e TEKETOM P 0= B Tekcre
TaGamua LA _
i Pasmep v nonoxedwne T Bokpyr pamkw
CoxpaHnte nsobpaxeHue.. O Ceepxy 1 CHU3Y
It [lepep TekcTom
= 3aTekcTom

Pucynok 16 — [Tonmento U3o0pakenue

— OOTekaHHe TEKCTOM — BLIOpaTh MO3UIMIO M300pakeHHs] OTHOCHUTEIbHO TEeKCTa
(cM. pasnen 4.5.3):
e B Tekcre — u300pakeHWe SBISETCS YaCThbIO TEKCTa KakK CJIOBO WM 3HAK

IIpernnHaHusd;

e Boxpyr pamMkum - TeKCT o0TekaeT IIPSIMOYTOJIBHYIO pPaMKy, B KOTOPYIO

ImomMeniaeTcda I/1306pa)KEHI/I€;
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e (CBepxy M CHH3Y — TeKCT pacliojiaraeTcs BhIlIe U HIKe U300pakeHus;
e Ilepexy Texcrom — wu3obpaxkeHWe pacrojiaraercs Iiepe/l TEeKCTOM B BHJle
BepXHero CIos;

e 3a TexcToM — M300pakeHHe pacliojaraeTcs 3a TeKCTOM B BHJle HU)KHErO CJIOSl.

— PasMep u mnoJiokeHHe — H3MEHUTb pa3Mep W/WIM IIOJOXeHHe H300pakeHus
(cm. pasnensl 4.5.2 u 4.5.3).

— CoxpaHuTh H300paXkeHHe — COXpaHUTb M300pakeHWe HA KOMIbIOTep
(cm. pasmen 4.5.5).

6. Tabumia — HaCTPOUTH BHENTHUM BUA TaOmunbl (cM. pasznen 4.4). Ilpu BeiOope JaHHOM

KOMaH/Ibl OTKPBIBAeTCs IOAMEHIO CO CJIelyIoIMU koMaHaaMu (cMm. Pucynok 17):

Dopmat  MrecTpymente Bug  OBwwi goctyn  Cnpaeka

OuncTnTe fopMaTMpoBaHmne Ctrl+5pace vl |14 v AT AT =~ =
WpndTe: | AR e Av £ T [T
BripaeHueaHue r
Ab3ay
MosopoT TekcTa r
Wzo6paxernne r
TabBanua b T Bcraewtb cTpoky Boile Alt=A
& BoTaBWuTe cTpoKy Hume Alt+B
B Bcrasute cronbey ceea Altsl
fl  Bcraeute cronBey cnpasa Alt+R
a  ¥panuTe CTpOKY Ctrl+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B Yaanute Tabamuy Alt+Shift+T
B  ObbeguHUTE AYSAKK Ctrl+Alt+M
fH PaspeanHWTb AYElkK Alt+5hift+M
Pazmep AYueikm..,
8% HactpouTs TaBauwy

Pucynok 17 — Ilogmento Tabmmna

— BcTaBUTH CTPOKY BBINIe — BCTaBUTh HOBYIO CTPOKY HaJl BBIZEJIEHHOW CTPOKOM
TabMIIbI (CM. pasfen 4.4.2);
— BcTaBUTH CTPOKY HIDKe — BCTaBUTh HOBYIO CTPOKY IIO/I BBIJEJIEHHOW CTPOKOM

TabUIIbI (CM. pasfen 4.4.2);
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— BcraBuTh cTOJIOCI] CIeBa — BCTaBUTh HOBBIA CTOJIOEIl CjieBa OT BBIIEJIEHHOTO
cTomb1a TabuIlel (CM. pasaen 4.4.3);

— BcraBuTh cToJI0en; cipaBa — BCTaBUTh HOBBIA CTOJIOEI] CIIpaBa OT BBIIEIEHHOTO
cTosib1a TabyuIkl (cM. pasaen 4.4.3);

— YaaauThb CTPOKY — yIQJIUTh BBIJIEJIEHHYIO CTPOKY Tabyuibl (cM. paznen 4.4.17);

— YaanuTh cTOJI0eI — y/IaJIUTh BBIJIeIeHHbIN cToJIber Tabnuibl (cM. pasnaen 4.4.17);

— YpanuTh Tabuuiy — yAaauTh BCIO TabmuIy (cM. pasznen 4.4.18);

— OO0BeqUHUTHh STYeHKH — OOLeJUHUTH BbIIeJIeHHbIe SYeWKH TaOJUIbI B OJHY
(cm. pasnen 4.4.13.1);

— PazpeHUTH SIYEHKH — pa3/ie/IUTh SUeHKy, CO3JaHHYIO IyTeM OObeqWHeHus, Ha
WCXOIHOEe KOJIMYeCTBO siueek (cM. paszen 4.4.13.2);

— Pa3mep siueiiku — yKazaTh IIMPUHY BBIJIEJIEHHOTO CTOJIOIA, BBICOTY BBIIEIEHHON
CTPOKH WJIA pa3Mephl BbIJIeJIEHHOM sT9eky (cM. pa3paen 4.4.11.2 u 4.4.12).

— Hactpourp Tabimmy — HACTPOUTH BBIPDABHHMBaHWE W/WIM OOTeKaHWe TabJIHIIbI

TeKCTOM (cM. pasnen 4.4.10).
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3.2.5 Menio «ITHCTpyMeHTBI»

Mentio MHCTpYMeHTBI COJIepXXUT clleflytoliye KoMaHasl (cM. PrucyHnok 18):

WMHcTpymenter Bug  OBwmi goctyn  Cnpaeka

Mpaeonucanue P v [lpoeepka opdorpadum

HacTpaneaenmeli chosaps Mpoeepka rpaMMaTiik
j 'u‘D ooo ; v Tai

3MEHWTE ASBIK...

PegakTop MakpokomaHg

Pucynok 18 — Menio MHCTpyMeHTHI

1. IIpaBomucaHue — BKJIIOUWTH/BBIKJIIOUUTH MPOBepKy opdorpaduui W/uiv rpaMMaTHKU.
[Tompo6Hee cMm. B pa3penax 4.2.8.1 u 4.2.8.3.

2. HacrpauBaeMslii CJI0Bapb — OTKPBITh HAaCTpauBaeMbli CJI0Baphb (CM. pasnen 4.2.8.2).

3. H3MeHMTBH A3BIK — U3MEHUTD SI3bIK IPUWIOXKeHUs (CM. pa3zen 3.7).

4. PenakTop MaKpPOKOMAHJ — OTKPBITh peIaKTOp MakKpoKoMaH/ (M. pasfen 4.12.1).
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3.2.6 Menr «Bung»

Mesto Bup copepxut cienytoiiyde koManbl (cM. Pucynok 19):

Bug OBwwi goctyn  Cnpaeka

INMuneiika 14 w| A- {é\+ = v
Heneuataemeie cMMECARI
XY l'é"l W IS:} W III: wr
- 2—
Pescim npeseHTalmm
AB3au
MacwTab r ¥eennunte MacwiTab
Y¥mMeHbWWTE MacwWwTak
MaHens MHCTRYMEHTOE r
DakTUUeckWid pasmep Ctrl+0
Pucynok 19 — Mento Bug
1. JIunHelika — OTOOpPa3UTH/CKPBITH TOPU3OHTAIBHYI0 M BepPTUKAIbHYIO JIMHEHKU

(cm. pasmen 4.11.1).

2. HemeuaTaeMsble CHMBOJIBI — OTOODa3UTH/CKPBITh HelleyaTaeMble CUMBOJIBI B TEKCTe
(cm. paszmen 4.11.1).

3. Pe:xxuM mnpe3eHTalluH — I[IepedTH B peXUM IIpe3eHTalldd JOKyMeHTa (CM. pasjen
4.11.2).

4. Macmrab — HacTpouTh MaciTab nokymenTa (cM. pazzen 4.11.2). [1pu Bbibope maHHOM
KOMaH/Ibl OTKPBIBAETCsI MIOJIMEHI0 CO CJIeJIYIONIMMU KOMaH/IaMHU:
— YBeJM4uTH MacIITad — yBeJIMUUTh TeKyIIUNA MaciiTab fokymeHTa Ha 10%;
— YMeHBHIUTH MAaCHITad — YMEHbIIUTh TeKyIui MaciinTab qokymenTa Ha 10%;

— @dakTH4eckuii pa3Mep — yCTaHOBUTh MaciITab 1o ymondanuto (100%).
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5. IlaHenb MHCTPYMEHTOB — HAaCTPOUTb BHEIIHWN BHJ IIaHeJIM WHCTPYMEHTOB
(cM. paspgen 3.3). Ilpym BeiGOpe pHaHHOM KOMaH[Ibl OTKPBIBAETCS IIOJIMEHIO CO

cnenyomuMu komanaamu (cMm. Pucynok 20):

Bvg OBwwid goctyn  Cnpaska

Nuneika v 14 v AT A"I:"\+
HeneyaTaemble CHMBOAR
e A v £

Pescnm n [FEIEHTAUMI

MacwTab L4

MaHens MHCTPYMEHTOE F  ® (CrangapTHas

KomnaktHan

CkpbiTe NaHens

“ HazeaHwn pazaenos

*  sbpaHHoe

Pucynok 20 — [Tonmenro IlaHesis HHCTPYMeHTOB

— CrangapTHas — 0oToOpaXkaTh IIaHeJIb UHCTPYMEHTOB B CTaH/IapTHOM BHUJIE;

— KommnakTHas — 0To6paXxaTh [1aHejlb UHCTPYMEHTOB B KOMITAKTHOM BUJIE;

— CKpBITh IaHeJb — CKPBITH IIaHeJIb UHCTPYMEHTOB;

— Ha3sBanus pa3fesnoB — 0TOOpPa3UTh/CKPLITh Ha3BaHMS Pa3ZielioB ITaHe/Id MHCTPYMEHTOB;

— HM3b6panHoe — 0TOOpa3UTL/CKPLITH pazses M30panHoe.
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3.2.7 Menw «O0uruii mocTym»

Menro O6mmii AOCTYN COIEPXKUT CrieyIole koMaH sl (cM. PucyHok 21):

OBwwiA goctyn  Cnpaeka

OTnpaewTe No nodTe...

Pucynok 21 — Mento O01uii 7oCcTyIn

1. OTopaBuTh MO MOYTEe — OTIPABUTH pPeJAaKTUPYyEMbIM (ailyl M0 3JIeKTPOHHOM IOYTe

(cMm. paznen 4.1.8).

Mento O6mmit goctyn HefoctymnHo pu pabote B OC macOS.
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3.2.8 Menrw «CnpaBka»

Mesntio CripaBKa COiep>XyT ciefiyroiire koManibl (cM. Pucynok 22):

Crnpaeka F1

JemoHCTRaUWA HOBBIX BOIMONHOCTEN
BoicTprie gelcTenA Ctrl+/f

MpoBepute HanW4Ke ocbHoBNEHWNA...

O nporpanme...
Pucynok 22 — Mento CnpaBka

1. CmpaBka — OTKpBITh CIPaBOYHbIe MaTepHalibl 0 paboTe ¢ npuwiokennem «MonOduc
Tekcry.

2. JleMOHCTpanMsi HOBBIX BO3MOMKHOCTeH — OTKDBITb OKHO C OIIMCAaHHMEM HOBBIX
BO3MOXKHOCTeH NpUIoXeHUs], 100aBIeHHbIX B TeKyllleil BepCuu.

3. bbICTpBIe HelcTBHS — OTKPBITh OKHO OBICTPBIX JIeMCTBUM (CM. pasnen 3.6).

4. IlpoBepuTh Ha/4Ne 0OHOBJIEHMII — ITPOBepUTh HaMure HOBBIX Bepcuit 110 «MoitOduic
Cranpaptaeii 2. JlomainHsst Bepcus». JlaHHBIM IYHKT MeHIO oroOpaxaercs, ecm [10

yCTaHOBJIeHO C caiTa https://myoffice.ru/products/standard-home-edition/ (mogpobHee cMm. B

nokymente «MoiiOduc Crannaptabii 2. JlomariHsist Bepcusi. PyKOBOICTBO IO YCTaHOBKeY).

5. O mporpamMme — OTKPBITb OKHO HH$OPMaIuu o rporpamme (cMm. Pucynok 23).

O npeorpamme X

. MoitO¢uc® Tekcr

u MoiOduc CtaHaapTHeIA, JloMaluHAR Bepoia

YCnoBWA WCNONL30BaHMA
MonnTrka KoHGWAEHLMANEHOCTH
[NpaBoBLle yEEAOMIEHWA

00 «Hoewie OBnauHbie TexHonoruus, 2013-2024

Pucynok 23 — Okao O mporpamme
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3.3 Ilanenb MHCTPYMEHTOB

B npunoxennu «MoiOduc TekcT» MOXXHO U3MeHSITh BHEIITHWM BU/L ITaHeJIM UHCTPYMEHTOB:

CKprBaTL/ OTO6pa)KaTL Ha3BaAHUA U COAEPXUMOE Pa3/ieJIOB IIdHeJIM MHCTPYMEHTOB;,

— CKpBbIBaTh U 0TOOpakaTh pa3aen U3opanHoe;

BbIOMpATh peXXuM O0TOOpa’keHHsl MTaHeId MHCTPYMEeHTOB WUJIM CKPBIBATh ee C DKpaHa.

3.3.1 CKphITh WM 0TOOpa3UTh Ha3BaHUS Pa3/iesioB

[Tanenb uHCTpyMeHTOB (cM. PucyHok 24) B mpunoxenun «MoiOduc TekcT» cocToUT U3

pasgenoB. Kaxpawii pasmen (3a uckioyeHWeM pasfena HM30paHHOe) CONEPXXUT TpyImy

WHCTPYMEHTOB, IpeJlHa3HAaYeHHBIX ISl BBIIOJIHEHUS OlpeJleJieHHOW 3ajaud. Hampumep, pasnen
CTHiiam coJlep>XXUT UHCTPYMEHTHI JiJisi pabOThI CO CTUJISIMU TEKCTa.

+ v : 0|~ é O Thames v | v AT AT = v

fOoBaenTs =Y > I & X K Y4 AB T - ﬁ v &

M3BpanHoe Daitn Mpaeka

ih
I
2
<

- AaB6BI }_l_aBGB

OBbluHsIF aro..ok 1

T

Il
il
o

L4
=

N e

Wpudt AB3aly Crunm

Pucynok 24 — Ilanens UHCTPyMEeHTOB

HazBanus pPa3aeiioB OTO6pa)KaI-OTC$I, eC/in IIdHeJlb HWHCTPYMEHTOB IIpe[iCTdBJIeHd B

cTaHfapTHOM Buje (cM. paszmen 3.3.4). Ilnsg onTuMu3anydyd pabodero MpOCTPAaHCTBA HA3BaHUS

pa3ziesyioB Ha MaHeIu UHCTPYMEHTOB MOXHO CKPHBITb.

,HJ'[S[ 9TOT'O BBITIOJIHUTeE CJIeAYIoIIre JIEeUCTBUS:

1.

Bri6epute nyHKT koMaHAHOTO MeHiO Bup > Ilanenb uncrpymeHnToB (cM. PucyHok 25).

Bvg OBwwi goctyn  Cnpaeka

NuHeiika

VM v AT AT
e | A v £

Heneuartaembie CHMMBOAL

L]
Pexum npeseHtaduu
MacwTab r
[MaHens MHCTPYMEHTOE F  ® (CrangapTHas
KomnakTHan

CKpBITE NaHens

HazeaHwn pasgence

“  |zBpanHoe

Pucynok 25 — KomangHoe mento Bug
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2. B orkpeiBiIeMcs nogmMeHio cHumuTe ¢guiaxkok HazBanus pasnesos.

Yto06bI 0TOOPA3UThL HA3BAaHUS Pa3/ieJiOB, YCTAHOBUTE JTAHHBIN (JIaKOK OBTOPHO.

dnaxok HasBaHusi pasmenoB 3a0/I0KMpOBaH, eCily I1aHejlb UHCTPYMEHTOB CKpbITa WU

0T06pa>1<aeTc;1 B KOMIIAKTHOM BH]IE.

3.3.2 CKpBITh WM 0TOOPA3UTh CONIePXKUMOe Pa3/iesioB

Pa311em>1 IaHeJIM UHCTPYMEHTOB MOI'YyT CBOPAYMBATbCA dBTOMATHY€CKH, IIPpU YMEHI)IHGHI/II/I/
YBeJIM4eHHH pa3Mepa INIaBHOI'O0 OKHA ITPUJIOXKeHWs, U1K BPYYHYIO.

YToObl CBepHYTb paszfiel MaHeld WHCTPYMEHTOB BPYYHYIO, HaBe[UTe KYypPCOP MBIIIN

Ha ero MpaBylo TPaHUITY U HaXKMUTe KHOMKY * (cM. PucyHok 26).

@aiin  [paeka Beraeka @opwmar  Woeotpymentm Bug  OBwwi goctyn

+ - \ ﬁ v é KO Thames
JoBaenTs I_E;J v D Q ‘ K K H
HM3GpaHHoe Tann Mpaeka WpadT

PucyHnok 26 — KHomnka cBopaunBaHus pasjesna

YTtoOhI OTO6p33HTb HUHCTPYMEHTBI CKPBLITOTO pd3Ziejld, IIeJIKHWUTe II0 HeMYy MbIIIbIo

(cMm. Pucynok 27).

@ailn [paeka Beraeka Qopmar  WHotpymentsr  Bug  OBwwid goctyn

+ H v [;)Q KO Thames w 14
lobasuTs = ana K K Y AR T e
M3epanHoe @ain Mpaeka WpwndT

B~ &
DO &

Pucynok 27 — UHCcTpyMeHTHI pa3jiena

YToOBI pa3BepHYThH pasjies, HaXKMUTe KHOTIKY * (cM. PucyHok 28).
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®ain [paeka Beraeka @opmar  Mootpyments Bug  OBwwi goctyn

_I_ h <>/\o ¥O Thames w| | 14
AoBasuTs g] ) e ¥ K H AR T .

M3GpanHoe D au|n Mpaska WpndgT

Pucynok 28 — Kxormka oTobpakeHusi MHCTPyMEHTOB pasjiesia

3.3.3 CkpbITh WIu 0T00pa3uTs pasnen «M3opanHoe»

[To ymomyanuto paznen M36panHoe oToOpaXkaeTcs Ha TTaHeJIM UHCTPYMEHTOB.
YTOOBI CKPBITH pa3/ie, BHIIOJIHUTE OJHO M3 CIIelyIOIUX AeCTBUM:
— DBribepute nyHKT kOMaH[IHOTO MeHIO Bup > I1aHesib HHCTPYMEHTOB U B OTKPBIBILIEMCS

noiMeHio cHUMUTe uiaxkok Vi3opannoe (cMm. Pucynok 29).

Bvg OBwwi goctyn  Cnpaeka

NuHeiika v 14 v A A+

Heneuartaembie CHMMBOAL
Pescnm n PEIEHTAUNI

MacwTab L

[MaHens MHCTPYMEHTOE F  ® (CrangapTHas

KomnakTHanA

CKpBITE NaHens

~  HaseaHwa pazgencs

'  |sBpaHHoe

Pucynok 29 — KomannHoe mento Bug

— Ecmu pasgen M3bpannoe mycT, HaBe[uTe KypcOp MBIIIM Ha KHONKy - J[o6aBUTHL 1

Ha)XMHTe * B ee [IpaBOM BepxHeM yTiy (cM. PucyHok 30).

®ain [paeka Bcraska @opmar  Wectpyments Bug

+ NBy X B~ &
JobaewTs @ w (__) l:__} Q

M3GpaHHoe Tann Mpaska

Pucynok 30 — Pa3nen M3opanHoe
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Yrobbl 0TOOpa3UTh pa3ziest, MOBTOPHO ycTaHoBUTe duiakok 30paHHoe B KOMaHIHOM MEHIO.

drnaxxox M30panHoe 3a0/10KMPOBaH, eciiv aHeJIb UHCTPYMEHTOB CKpPBITa.

3.3.4 I3MeHUTH pe:KUM 0TOOpaKeHHUsI TaHeJ I HHCTPYMEHTOB

YToObl M3MEHUTb PeXXUM OTOOpaKeHHs IMaHelIu WHCTPYMEHTOB, BBIMOJIHUTE CJIeAyIolue
IeUCTBUS:
1. Bribepute myHkT KoMaHAHOTO MeHI0 Bup > Ilanens nHcTpyMeHTOB (cM. PrucyHok 29).
2. B oTkpbIBIIeMcsl IOJIMEHIO BbIOepuTe TpebyeMblil pesKiM 0TOOpaXkeHUs!:
— CraHgapTHasi — UHCTPYMeHThbI PacCIoJIOKeHbl B JIBé CTPOKHM, Ha3BaHHUs pa3fiesioB
otobpaxarotcsi. [Ipy HEOOXOAMMOCTH Ha3BaHMS Pa3/ieioB MaHeJd WHCTPYMEHTOB
MOXHO CKPBITh (CM. pazaei 3.3.1).
— KommnakTHas — HHCTPYMeHTHI PacIloyIoXeHbl B OJIHY CTPOKY, Ha3BaHHUS pa3ziesioB He
O0TOOpaXKarOTCSI.

— CKpBbITh HaHeJIb — NIaHeJIb UHCTPYMEeHTOB He 0ToOpaXkaeTcsl.

J1J1s GBICTPOTO NepeKIIoueHus] MeX]y CTaHAAPTHBIM M KOMITAaKTHBIM PeXXUMOM OTOOpaXKeHUsI
[aHeld MHCTPYMEHTOB MCIOJb3yHTe KHONKA - (KoMmakTHas maHelb MHCTPYMEHTOB)

(cM. Pucynok 31) u v (CtangapTHasi IaHeJIb HHCTPYMeHTOB) (cM. PucyHok 32).

AaboBe AaBoBel AaBoBsll ... F'}. @ v

Jaronosok 1 3aronoeok 2 Jaronoeok 3 L1

Bcraska

Pucynok 31 — Knonka KommakTHasi maHejIb HHCTPYMEHTOB

H « qT OBbUHBIA w Euwe W [:]v @ v aua

Pucynok 32 — Knonka CtaHaapTHas naHeIlb HHCTPYMEHTOB

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 40



MonOdonc

3.3.5 Pa3nennl naHe/ i HHCTPYyMEHTOB

3.3.5.1 Paznen «M30panHoe»

Kak mpaBuiio, mipu paboTe c MpuioXkeHWeM oOllpefieJieHHble IMyHKTbl KOMaH/JIHOIO MEHIO0 U

KHOIIKMA ITaHeJIM MHCTPYMEHTOB HCIIOJIb3YIOTCA Yadllle APYTHX. OTH 3JIeMeHThbl MOXKHO ,[[O6aBI/ITI:> B

pazziern naHeyy UHCTpyMeHTOB M30paHHoe, 4ToObl OHU BCerjja ObIIH O] PyKOM.

3.3.5.1.1 JlobaBHUTH 3J1eMeHT

B H36parHOe MOXXHO 106aBUTh OT 1 10 14 351eMeHTOB.

Yro6bl mo6aBuTH B M30paHHOe ITyHKT KOMAaHIHOTO MEHIO, BBITIOJHUTE CJIeyIoIIHe

JeUCTBUA.

1.

BrimonauTe koMaHy no06aBIeHUsI OMHUM U3 CIIeAYIOHIUX CIIOCOOOB:

—  Ecm paszien Mi36panHoe mycT, HOXMUTe B HeM KHOIIKY -+ Jfo6aBuTh (M. PricyHok 33).

Daiin  [paska Bcraeka @opwmatr  WHotpymentm Bug

+ b4 - :\ I-—. ﬁ - é
JobaenTe IE;] w (—_) _:' Q
%

M3GpaHHoe Tann Mpaska
Pucynok 33 — Knorika [lo6aBuTH
— Ecm pasgmen W30panHOe cojepXuT g00aBjieHHbIe 3JIeMeHTHI, IeJKHUTe I10

mo00My MecTy pasjiefia IpaBOM KHOIKOM MBIIIKM W BBINOJIHUTE KOMaHIY

KOHTeKCTHOro MeHIo Jlo6aBuTH AeiicrBHe (cM. PucyHok 34).

®aitn [paeka Beraeka @opumatr  MHotpyments Bug  O6wmia goctyn

D—> v W, [ ﬁ w é X0 Thames
N & X K Y
KMz6panHoe
M3GpaHH WpndT

JobaBuTe AeHcTEME

OYNCTHTE

Pucynok 34 — Komanna JlobaBuTh feficrBue
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2. B ortkpsiBiieMcst okHe (cM. PucyHok 35) BeIOepuTe MyHKT KOMaHAHOTO MEeHI0, KOTOPBIM

Tpebyetcst obaBuTh B I30paHHoe.

+ v N T B 1 = X0 Tham
OoBaenTe = v 2 C & ¥ K

H3GpanHoe

|_=' 1CK 4l CTBMA ‘
Co3gate 8

@ Cozgate no wabaoHy..

[ OrkpeiTe...
o) Coxpanute
D—> IKCNOPT...

dg;] BoicTpan neqate

= [apameTpe cTpaHWLE

& Mevats...

J

OTMEHWNTE

g

MoeTopuTe

Pucynok 35 — OkHO go6aBiieHus MyHKTOB KOMaH/IHOT'O MEHIO

Yto6s! f06aBuTH B VI30paHHOe KHOIIKY C TaHeJId MHCTPYMEHTOB, IIeJIKHUTe M0 Hell MTpaBoi

KHOTIKOM MBIIITY U BBITIOJIHKUTe KoMaH 1y JlobaButs B nu3bpanHoe (cM. PucyHok 36).

AY =Y = v
— AaboBr
&£ v’ s = = He T ‘|| OBuiunnii

JobBaenTe B u3bpadHoe
AB3au e

Pucynok 36 — Komanpa /lo6aBuTh B n30panHoe
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B HacCTodI1ee BpeMsda HeJOCTYIIHO HO68BJ’[€HI/I€ KHOIIOK IIdHeJIM UHCTPYMEHTOB, KOTOpbIe

0TOOPaXKAIOTCS TIOCTIe HAXKaTUs HA KHOIIKY =°=.

HpI/I HO68BJ’[€HI/II/I B I/IBGPHHHOE KHOIIKA He yOdJIeTCsd U3 pa3jieild IlaHeJIM UHCTPYMEHTOB, B

KOTOPOM OHa pacCIIOJIOXKeHad.

3.3.5.1.2 IlepemMecTHTD 3/1eMeHT

YT1oOBl M3MEHUTDH IOJIOXKEHHWe dyieMeHTa B pasjiesie M30paHHOe, BBHINOJIHUTE CIeIyoliye
JeUCTBUS:
1. IllenykoM 1paBOM KHOIKA MBIIIM [0 3JIeMEeHTy OTKPOMTe KOHTEeKCTHOE MEeHIO
(cm. Pucynok 37).
2. B KOHTeKCTHOM MeHI0 BbibepuTe Tpebyemyto KOMaHIy:
— IlepemMecTHTH B Ha4aJI0 — C/lelaTh BBIOPAHHBIN 3JIeMeHT IIepBbIM B pasfielie;
— IlepemMecTHTH BJIeBO — [IOMEHSTb MeCTaMH BbIOpaHHBIN U IIPeJbIAYIINN 3/IeMeHT;
— IlepemecTuTh BIpaBO — IIOMEHSATb MeCTaMM BbIOPAaHHBIM U IOCJIEeIYIOUIUI
QJIeMeHT;

— HEPEMECTI/ITB B KOHeEII — C1eJjIaTb BbI6paHHbeI JJIeMEHT II0CJ/IeAHUM B paslielie.

D—} h IC ﬁ b é X0 Thames
@ oMY E o o & ¥ K Y
M3g  delcTene - WpudT

MepemecTUTe B HaYano
MepemecTUTe BASED
MepemecTuTs BNPaBo
MNepemecTUTs B KOHEL,

¥Yaanute 12 nabpaHHoro

MzBpanHoe
JobaeuTe AeAcTBME

OuKrcTUTE

Pucynok 37 — KonrekctHoe meHio pasfiena 3opanHoe
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3.3.5.1.3 Yaanurth JieMeHT

Yr1obbl ynanuth M3 paszena WM30paHHOe MMyHKT KOMaHIHOTO MEHIO, IIeJIKHUTe 10 HeMy
IIPAaBOM KHOIIKOM MBIIITH U BBIIIOJIHUTE KOMaHy Y AaauTh u3 u3dbpanHoro (cM. Pucynok 37).
Ytobbl ymanmuTh U3 pasfena M30paHHoe KHOINKY I1aHeJIM WHCTPYMEHTOB, BBIIIOJIHUTE
CJIefyrolye qeiCTBUL:
1. HlenxHuUTe 1O HEW MPaBOW KHOIKOW MBI B pa3zeiie M30paHHoe Wi B TOM pasjerie,
13 KOTOpOro oHa Obuia gobasieHa (cM. PucyHnok 38).

2. BemonauTe KOMaHy KOHTEKCTHOI'O MEHIO YI[aJII/ITIx Hu3 HBﬁpaHHOI‘O.

A+ = = = = E o
A = v = = = B I_ h
AaboBRI
L~ I = qT1 Y| OBbiubbIb
AG3aLl YnanuTe w3 nsbpanHoro

Pucynok 38 — Komanna Y manuTh u3 n30paHHOro

3.3.5.1.4 Ouucrurs pasgen

Yrobbl ynanuth u3 pasfena VI30paHHOe Bce dyieMeHTHI, HIEJIKHUTE [0 JIIOOOMY MecTy

pa3aeiia npaBoﬁ KHONKOW MBI UM BBIIOJIHUTE KOMdHAY KOHTEKCTHOI'0 MeEeHIO Ouuncrurh

(cm. Pucynok 37).
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3.3.5.2 Pazgen «dPaita»

Pazpnen ®aiin cogepxxut cienytoiiye kHonku (cM. Pucynok 39):

= v
= v

®ain
Pucynok 39 — Paznen ®aiin
1. (CoxpaHuTh) — COXpPaHUTH M3MeHeHMsl B TeKylleM HoKyMmeHTe. [Ipu HaxxaTuy Ha

CTPeJIKy CIIpdBada OT KHOIIKHM OTKPbIBAETCS BBIIIQJAIOIIHUM CIIMCOK CO aregyromumMmn

koMaHaamu (cM. Pucynok 40 u pasnen 4.1.7):

E18 0@~y &
&

CoxpaHnTe

CoxpaHnTb Kak..

Pucynok 40 — Komanisl coxpaHeHust

— CoxpaHuTh — COXPaHUTb U3MeHeHHUs B TeKyIlleM JJOKYMeHTe;

— CoxpaHUTh KaK — COXPaHUTb HOBBIM (aii WK co3/1aTh KOMUIO TeKyIlero daima.
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2. = (BpIcTpas meyaThb) — pacledaTaTh JOKYMEHT, MCIIO/b3ysd HACTPOMKHM IedaTH
no ymomuanuio. [Ipy HaxkaTMM Ha CTpelKy CclpaBa OT KHONKA OTKpBIBAeTCS

BBITIA/IAOIIUI CIIMCOK CO CIIeAYIONMME KoMaH1aMu (cM. PucyHok 41):

AR 0y &
&l © ¢ Q

bb CTpRaA Ne4vYatb

=
& Mevats...

ZkcnopT & POF

MapameTpel CTRaHMLE

Pucynok 41 — KomaHjiet megatu

— bbicTpasg mewyaThb — pacrnedaraTb JOKYMEHT, HCIOJIb3ysl HACTPOWMKMU TedaTu
1o ymos4anuio (cM. pasnen 4.1.10.2.3);

— Ilewarp — HacCTPOMTh TlApaMeTpbl IeYaTH U  pacredaraTb JOKYMEHT
(cm. paznen 4.1.10.2.2);

— Oxconopr B PDF - oskcnoprupoBats ¢aiin B ¢dopmare PDF wimm PDF/A-1
(cm. pasmen 4.1.9);

— IlapamMeTppl CTpaHHIBI — OTKPHITb OKHO HACTPOMKUA IapaMeTpPOB CTPAHUIIbI

(cm. pasmen 4.10.1).
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3.3.5.3 Paznen «IIpaBka»

Paznen IIpaBka conepuT ciiefyroniye KHOMKY (cM. PucyHok 42):

% G v =
o o &

Mpaeka

Pucynok 42 — Paznen IlpaBka

1. ) (BeipesaTh) — momecTuth B 6ydep o6mena OC BblfesleHHBIH (parMeHT C ero
yaajeHueM U3 ToKkyMeHTa (cM. pasnen 4.9.1).

2. (KommupoBath) — nomectuts B O0ydpep o6mena OC BbifesneHHBIN ¢parMeHT 06e3 ero
yaaJeHust U3 JIokyMeHTa (cM. pasnen 4.9.1).

3. @ (BcraButhb) — BcTaBUTH cofepxumoe 6ydepa obmerna OC ¢ coxpaHeHHeM UCXOIHOTO
dopmaTtupoBanusi. [Ipu HakaTUM Ha CTpeKy CIpaBa OT KHOMNKUA OTKPbIBAETCS

BBITIA/IAOIIUH CIIMCOK CO CIIeAYIONMMH KoMaH1aMu (cM. PucyHok 43 u pasnen 4.9.2):

':': ||ﬁ ‘-"I| ) X0 Thames

} ) ﬁ BcTaguTe
Mpaska
BrTaBuTh TONBKD TEKCT

Pucynok 43 — KomaH/IbI BCTaBKH

— BcraBuThb — BcTaBUTh cofiepxxumoe bydepa oomena OC ¢ coxpaHeHMeM UCXOTHOTO
dopMaTtupoBaHus;
— BcTaBUTH TOJNBKO TEKCT — BCTaBUTb cojiepkuMoe Oydepa obmena OC 6e3
COXpaHeHHs UCXOTHOTO (pOopMaTHPOBAHUSI.
4. ) (OTMeHHMTB) — OTMEHHUTD TI0CTIe/IHee JeHCTBHe, IPOU3BeIeHHOe C JOKYMEHTOM.

5. (" (IIoBTOPHTB) — BEPHYTb Pe3yJIbTaT MOC/IEJHEr0 OTMEHEHHOT'O JIeUCTBHSI.
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6. 75 (KomupoBatrh ¢opmaTHpoBaHHe) — KomupoBaTh B Oydep ob6mena OC
dbopmMaTrpoBaHue BBIIEIIEHHOTO ¢parmMeHTa TekcTa. [Ipyu HakaTWHM Ha CTpPeJIKy CITpaBa
OT KHOITIKH OTKPBIBAETCSl BBIMAJAIOIINN CIIMCOK C OOBEKTaMHM paHee CKOIMPOBAHHOTO

¢dopmarupoBanus (cM. PucyHok 44 u pasnen 4.3.6).

O 0 v |g% X0 Thames v 14 |w
% - Jnaras IIell: Ha I[YﬁE TOM.:
Mpaeka

V nykomopoa dy0 3eneHblil;

Pucynok 44 — O6bekThl paHee CKOITMPOBAHHOTO GOpMaTUPOBAHUS

7. &’ (Ouuctuth ¢opMaTHpPOBaHHE) — OYUCTUTL (GOPMATUPOBAHKE BHIIEIEHHOIO

¢dparmenTa TekcTa (cM. pasnen 4.3.7).
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3.3.5.4 Pazpen «IlIpud»

Paznen IpudT cogepxut ciiepyromrie MHCTpyMeHTHI (cM. PrucyHok 45):

10.

¥O Thames v 14 v AT AT
X K Y4 AR T o Av &
WpudT

Pucynoxk 45 — Paznen llpudgT

X0 Thames ¥ _ hopmaTHpOBaTh BBIeIeHHBI (parMeHT TeKCTa B COOTBETCTBUH C

YKa3aHHBIM BUIOM IipudTa (cM. pasnen 4.3.2.2).

14 '~ _ popmarupoBath BbIJe/IeHHLIH GparMeHT TeKCTa B COOTBETCTBHU C YKA3aHHBIM
pa3mepoM tpudTa (cM. pazzen 4.3.2.3).
A~ (YMeHbIIMTH pasMep mpHPTA) — YMEHBIIUTh pa3Mep MIPUPTA BBIIEIEHHOTO
¢dparMeHTa TekCTa Ha OJIMH MyHKT (CM. pasnen 4.3.2.3).
AT (YBenuuurh pasmep mpuHpTa) — YBeJIMYUTL pa3Mep HIPUGTA BbIIEIEHHOIO
¢dparMeHTa TeKCTa Ha OJIMH MyHKT (CM. pasfen 4.3.2.3).
K (Tlomy:xupHBIil) — WM3MEHWTL TWI HayepTaHUs BbIIENeHHOro ¢parMeHTa TeKCTa
Ha MOJIY;KHUPHBIH (CM. pasnen 4.3.2.4).
K (KypcuB) — M3MeHUTh THI HauepTaHMs BbIeJIeHHOTO dparMeHTa TeKCTa Ha KypcuB
(cm. pasnen 4.3.2.4).
A (TlomuepkHyTHIi) — M3MEHUTbL TUI HavyepTaHWs BBIAEIEHHOTO ¢parMeHTa TeKcTa

Ha MOYepPKHYTHIN (CM. pasfen 4.3.2.4).

AR (Bce mnpomucHble) — mpeobpa3oBaTh BCe CTPOYHBIe OYKBBI  BBIZEJIEHHOTO
¢dparmenTa Tekcta B [IPOIIMCHBIE (cm. pasnen 4.3.2.4).

T (3a4epKHyTBIN) — W3MEHWUTh THUI HAyepTaHUS BBIJEJIEHHOTO ¢parMeHTa TeKCTa
Ha 3a¥eprHyFpht (CM. pasnen 4.3.2.4).

=0 (Jlpyrue Bo3Mo:kHOCTH (PopMaTHPOBaHHS) — NP HAXKAaTUM Ha JIAHHYIO KHOIIKY
pa3BOpaYMBaETCs TOJIMEHIO, KOTOPOe COJIEPXKUT CIIeTyIole KHOMKU (cM. PucyHok 46 u
paszen 4.3.2.4):

— X, (IlomcTpounbnii 3Hak) — 0QOPMUTL BLIOpAHHBIM  parMeHT —TeKCTa

B BUJIE noacTpodHbixX 3HAKOB
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— X’ (HapcTpouHblii 3HaK) - OQOPMHUTL BBIOPaHHBIM  (parMeHT TeKCTa

B BI/IHE HaJJCTPOYHLIX 3HAKOB.

X0 Thames v 14 v ATOAT
X K U AB T [ Av &4

Wp ¥, X &;E_:- AB AR

PucyHok 46 — Jlpyrre Bo3MOXXHOCTH HOPMATHPOBAHHUSI

— AP (VYmmoTHeHHBIiT) — yCTAHOBHUTBL YIVIOTHEHHBIA MHTEpBAI MeX[y CHMBOJIAMH B
BbIOpaHHOM (pparmMeHTe TeKCTa;

— D (OGBIumBIi) — yCTAHOBUTHL OOBLIMHBIA MHTEpBAT MeXJy CHMBOJAMU B
BbIOPaHHOM (parMeHTe TeKCTa;

— 2B (Paspexennsrit) — yCTaHOBUTb pa3peskeHHBIH MHTEpPBAI MEX/Y CUMBOJIAMU B
BbIOPaHHOM (parmMeHTe TeKCTa.

11. ﬁ (ITBet Tekcra) — GopMaTHUpoOBaTh BblJleJIeHHbIN (pparMeHT TeKCTa B COOTBETCTBUM C

BbIOpaHHBIM I1BeTOM mipudTa (cM. PucyHok 47 u pa3pen 4.3.2.5).

X0 Thames v |14 [~» AT AT e

[pE—

X K Y AB T - |ﬁ%§v*;ggv

WpudT

e
Ol
mf

£

LlpeTa Temb:

HEEEEE

Apyrue upeTa...

Pucynok 47 — LIset Tekcra
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12. © (IIBeT BBIZeJIeHHS TEKCTA) — BbIIEJIUTh GparMeHT TeKCTa BbIOpaHHBIM IIBETOM

(o Tuny mapkepa) (cM. PucyHok 48 u pasnen 4.3.2.6).

XO Thames v |14 v AT AT = = = = =
X K YU AB T - A ﬁ%‘ e = = Ho
WpundT
HeT nocnegHWx LBETOB |
Bez ueeta

PucyHok 48 — 1IBeT BbIZesieHUs TEKCTa
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3.3.5.5 Pa3nen «A03am»

Paznen A63an coiepXUT CiieyroIrie KHOMKY (CM

. Pucynoxk 49):
=y Z = = = @v
S e = 4= H v q7

AB3ay

Pucynok 49 — Paznen Ao3ary

1. := (MapKkupoBaHHBIIl COHCOK) — OGQOPMHUTL BBIIQJIeHHBIM (parMeHT TeKcTa

B BHUe MdPKHWPOBAHHOT'O CITMCKa C BH6paHHbD4 THUIIOM MdpKepa

(cm. Pucynok 50 u paznen 4.3.5).

[epu—
- —
- —_—

vl = = = =1L~
= — AaRnRe  AabbBi
Jaronoceok 1

L o L]
=] = =]
HeT o = °
] [ ] >

L o L]

: - > o4
B o < L]
= =] o L]
(] L] o o

- > o4

Pucynok 50 — MapkyupoBaHHBIN CIIUCOK
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2.

(9N}

= (HymMepoBaHHBIi CHHCOK) — OQODMUTH BBbIJE/eHHBIH (parMeHT TeKcTa
B BHJle  HYMEpOBAaHHOIO  CIKWCKa C  BbBIODAaHHBIM  THUIIOM  HyMepaluu
(cm. Pucynok 51 u paznen 4.3.5).
=y == == v
o AaBoBe AabbOBi1
|IiE v = 4= By q0 Y| Osounmi 3aronosck 1
1. 1 1)
11 a. a)
HeT 1.2 l. k)
121 . i)
2 2 2)
I & aj a
1. 1) 1
b 2. 2) 2
1 i. il i
[ B b) b
1) a)
a) 1)
G) 2)
il i)
2) &)

Pucynok 51 — HymepoBaHHBI CITUCOK

— (BBIpPOBHATH TEKCT II0 JIEBOMY KPal0) — BHIDOBHSTH BbIJIeJIEHHBIM pparMeHT TeKCTa
T0 JIEBOMY Kpar0 CTPAHUITLI WJIH 110 JIeBOM TpaHUIIe siueiiky (cM. pa3zen 4.3.3.1).
= (ITo meHTpY) — BHIPOBHATD BBIJIEJIEHHBIA GparMeHT TeKCTa 110 IIeHTPY CTPAHHUITbI WIIN

10 [IeHTpY s4eiiku (cM. pazzen 4.3.3.1).

— (BbIpOBHATH TeKCT 10 MPaBOMYy Kpalw) — BBIPOBHSTH  BbIJEJIEHHBIN

dbparMeHT TeKCTa 1O TPAaBOMYy Kpalo CTpPAHUIBI WIA TI0 TIPaBOMYy Kpaio SYedKH
(cMm. pasnen 4.3.3.1).
— (BBIpOBHSATH TEKCT IO IIHPHHE) — BLIPOBHSATL BbIJIEJIEHHBIM (parMeHT TeKcTa

IO [ITUPUHEe CTPAHUITLI WJIH 110 IIIUPUHe si9edku (CM. paszen 4.3.3.1).
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7. 1 - BBIPOBHSITH TEKCT B TabmwuIle 1o BepTukaimu. KHomka oTobpakaeTcs, eciiu Kypcop
YCTaHOBJIEH B Tabjuile WIM BbIJIeJIeH 3JieMeHT Tabmuibl/Tabnuma meidkoM. [lpu

HAXaTUM Hd4 OdHHYIO KHOIIKY OTKpbIBAe€TCd II0OJMEHI0 CO CJIeAYIOIIUMH KHOIIKdAMH

(cMm. PucyHnok 52 u paznen 4.3.3.2):

T o BepxHeMYy Kpalo) — BBIDOBHSTH TEeKCT 10 BepXHEMY Kpalo sSYeiKuy;

4 y
— 7+ (BBIPOBHATH TEKCT IO IEHTPY) — BLIPOBHSTDH TEKCT I10 LIEHTPY SYeMKH;

— -l (ITo mmxHemMy Kparo) — BLIPOBHATH TEKCT [0 HUKHEMY Kpalo SYeiKHu.

L~ H
%iW*EE‘“

TaGnmua

=

PucyHok 52 — BrlpaBHMBaHMe TeKCTa B TabiuIle
8. I (MexCTpOUHBIH HHTepBaJ) — BLIODaTb MEXCTPOYHBIA  MHTepBal M3

(PUKCHUPOBAHHOI'O CIIMCKA 3HAYeHWW WM HACTPOWUTb IIPOM3BOJIBHBIA  UHTEpBall

(cMm. Pucynok 53 u paznen 4.3.3.3).

[rpu—

=y =Z = == v

I AaRARr  AaRnBi
Ii.l_— — I 4 _ El
Ev = = Hry 11 OgwHapHwi
AB3ay .

Iws 115

Its 15

12z [lsoiiHoi

I MpousBoaEHBIA MHTEREAN...

PrcyHok 53 — MeXCTpO4HBIN HHTepBal
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9. <= (YMeHBIIUTH OTCTYN) — YMEHBIIIUTh OTCTYI BBIJEIEHHOTO ¢pparMeHTa TeKCTa OT
JIeBOTO Kpasi CTPAHUIILI (CM. pa3fen 4.3.3.5).

10. == (YBeIHYUTH OTCTYN) — YBEJIWYUTb OTCTYI BBIJEJIEHHOTO ¢parMeHTa TeKCTa OT
JIEBOTO Kpast CTPAHUIIbI (CM. pasmen 4.3.3.5).

11. 15[ (HacTpoiiku a63ama) — HaCTPOWUTh IapaMeTphl ab3ana. IIpy HakaTHM Ha JAHHYIO
KHOIIKY OTKPBLIBAeTCsS IaHeJb CO CJIeAYIONMMH HacTpoWkamu (cM. PucyHok 54 u

paszen 4.3.3.5):

=¥ | AapoBe AaB6Bi

C|'[ CBbIYHbIF aronoeok 1

i
L4
e
ROl
jmi

?(

AB3au
HacTpoikk abzaua, cm
Mepean cTpoka 0,00 :
OTcTyn cneea 0,00 C
Otetyn cnpaea 0,00 3
WHTepean go 0,00 C
WHTepean noche 0,00 :

Pucynok 54 — Hactpoiiku a63ara

— IlepBasi cTpoka — pacCTOsSiHMe OT JIeBOTO IIOJIsl JJOKyMeHTa /0 IIepBOM CTPOKH B
ab3alle Cc y4eToM OTCTYTIa CJIeBa;

— OrTcTyn cneBa — pacCcTosiHUe OT JIeBOTO OISl IOKyMeHTa 710 ab3ana;

— OrTcTyn cipaBa — pacCTosiHUe OT IIpaBOro MOJIs JOKYMeHTa 1o ab3ana;

— HWHTepBai mo — paccrosiHue 10 ab3ana;

— I/IHTEPBHJI mocjie — paCCrtosgHue 1nocjie a63aua.
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e

12. %~ (IloBopoT Tekcra) — moBepHyTb Ha 90 TrpagycoB BJIeBO WIMA BIIPaBO TeKCT,
pacIloNIOXKeHHbIA B si9eiikax Tabmurel (cM. PucyHok 55 w pasmen 4.3.4). Kuomka
oToOpakaeTcsl, eciii KypCcOp yCTaHOBJIEH B TaOJIMIle WM BbIIeIeH TeKCT B TabJuiie,

3JIeMeHT TaOJIUIIbl, Ta0INUIA [[eJIMKOM.

v = = == 7T v LvE &
1.— —_— —_ —_— . 4
Ev Ty == He %y 7 BB B
AB3ay %
AR Her(07)
a1 .
e oBEpHYTE BAeBo Ha 90
1@ MoeepHyTe BNpaec Ha 90°
Pucynok 55 — [IoBopoT Tekcra
13. 9] (HemeyaTaemMble CHMBOJIBI) — BKJIIOYHTH/OTKIIIOUHATh PEXHUM OTOOpasKeHHUs

HerevYaTaeMbIX CUMBOJIOB (cM. pa3zen 4.3.1).
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3.3.5.6 Pasnen « Ctrian»

Paznen Ctuimm conepxut (cMm. Pucynok 56 u pasnen 4.3.2.1):

AaboBe AaboB1 AaBoBs AaB6Bsl  AaB6Bs' ...

N r = R T = R 3 = e R
CEBIYHBI Jaronceok 1 3aronceck 2 Jaronceck 3 Jaronceok 4

Crinm

Pucynoxk 56 — Paznen Ctum

1. KHomku nprMeHeHHs 4aCTO MCIO0JIb3yeMbIX IIpe/lyCTaHOBIEHHBIX CTHUIIeH.

2. Kuomky :=« (CTHIM), TpM HaXXaTUM HA KOTOPYIO OTKPBIBAeTCs OKHO paboThl CO
ctiwisMu. JlaHHOe okHO cofiepxuT (cM. PrcyHok 57):
— [lomHbIN CIIUCOK NpeyCTaHOBJIEHHBIX CTUJIEH.

— KHOHKy + COBHEITI) HOBBIN CTHIb — CO3aTh I10JIb30BATEJIbCKUM CTUJIb.

Aab6Bs = Aab0B1 AaB0BB AaB6Bsl AaB6Bel' |...|

DB bIUHBIR 3aronoeok 1

CTinm

AaBoBeIT/InEeE&Kx33HuH)

BB YHbI A

AaB6BsIr/InEek é 331
|

3aronoeck

AaBoBeI'T/InEeE & x331ul

3aronoeck 2

AaBoBeI'TInEeEé a3 HuliiK

3aronosok 3

AaB6BsI'r/InEeE elix3Mnl Kk

3aronosok 4

AaBiBel'rgEeEém3MulTiKklL

3aronosok 5

+ Cozpate HoBRIA cTUAB

Pucynok 57 — OkHO paboThl CO CTUIISIMU
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3.3.5.7 Paszmen «BcraBka»

Pazpnen BeraBka cosiepxuT ciiefiytoliie KHOIKU (cM. PrucyHok 58):

r__
11
<
s
=
<

Pucynok 58 — Paznien BeraBka

| |
1. ] (Ta6auna) — BcraBuTh Tabnuiy (cM. pasuen 4.4.1).

2. E‘\ (A300paxkenue) — BCTaBUTh M300pakeHue (CM. pasfen 4.5).

: (CneranbHBIe CHMBOJIBI) — BCTAaBUTD CIEITHAJIbHBIN CUMBOJ (CM. pasfen 4.2.6).
4. -:- (BcraBKa) — INpU HaXaTMM Ha JAHHYIO KHOINKY OTKPBIBAeTCS IIaHeb BCTaBKH,
KOTOPasi COIEP>KUT CIleAyroIue KHONKY (cM. PucyHok 59):
— MN3o0paxenne — BCTaBUTh M300pakeHue (CM. paszen 4.5).
— [T TexcroBoe mome — BCcTaBUTH TeKCTOBOE MoOJTe (CM. paszen 4.6.3).
- o durypa — BcraButh Gurypy (cm. pazgen 4.6.2).
— HH Taéauma — BcraButh Tabmuiy (cM. pasmen 4.4.1).
_ ® ®dopmyia — BcraButh popmyity (cm. paszen 4.8.1).
— E] CroenuanbHble CHMBOJIBI — BCTABUTD CIIEITUATIbHBIN CUMBOJT (CM. pa3zen 4.2.6).
~ | Pa3peIB cTpaHUIIBI — BCTAaBUTH pa3pbiB CTPaHUIIbI (CM. pa3zen 4.10.4).
— "= Pa3psIB pasjena — BCTaBUTh pa3phiB pasjena (cM. paszien 4.10.5).
- B Homepa crpanmir — BCTaBUTbH HOMepa CTPAHUI] B KOJIOHTHUTYJIBI (M. paszen 4.10.3.1).
- B KosoHTHTYNIBI — TepedTH B peXWM pelaKTUPOBaHUS  KOJOHTUTYJIOB
(cm. pasnen 4.10.2).
— OryiaBiieHe —  BCTaBUTh  aBTOMAaTHYeCKHM  coOupaeMoe  OrJiaBJieHHe
(c™. pasnen 4.10.6.2).
— ¢’ Cchuika — BCTaBUTb TUIIEePCChIIKY (CM. pa3zen 4.2.3.1).
- = IlepekpecTHasi CChIJIKA — BCTABUTD [IEPEKPECTHYIO CChUIKY (CM. pa3zen 4.2.3.4).
— ~ 3akJIagKa — BCTaBUTD 3aKIaJKy (cM. paszen 4.2.5.1).

— 8 CHOCKa — BCTaBUTb CHOCKY (CM. pazjien 4.2.2.1).

- E JlaTa — BCTaBUTD TEKYIIyIo Aaty (cM. pa3zen 4.2.7).
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- @® Bpems — BcTaBUTh Tekyllee BpeMs (CM. paszen 4.2.7).

AaboBr AaBoBBl AaBeBell ... [

Jaronoeok 1 3aronoceck 2 Jaronoe~*

]
| y )
_lv [ w

E HMzobpaxeHne..,

E[ TekcToBOE NONe

{'_l;' Durypa
EEH Tabmaua...
)

(L) Qopuyna..

E 'CI'IE'LI,ME.ﬂb-HbIE' CHUMECA...

[
*/=  Paspbie cTpaHuuw

[

Paspuie pasgena

)

Howmepa cTpanvd..

@ KonoHTHTy AW
Ornaenenne
-
(,} Cewnka...

=1 MepekpecTHan COBLIKA...
-] Jaknagka...

AR CHocka

[3 [ara
@ Bpenn

Pucynok 59 — I[1anens BcTaBku
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3.3.5.8 Pa3nen «Ta6iuma»

Ecmu kypcop ycraHoBiieH B Tabiuile WM BbleleH 3jleMeHT Tabiuiibl/Tabiuiia 1elruKoM
(cM. paszpmen 4.4), TO Ha TaHeNM HHCTPYMEHTOB oToOpaxaercsi pasznen Tabswuma, KOTOPBIN

COJIEeP>KUT cilefytoiire KHONKY (cM. PucyHok 60):

S~
H -

TaGnuua

[ B

™maEw B B
B HE &
Pucynok 60 — Paznen Tabauna

1. 2 (IIBer 3aMMBKH) — 3aM0JHUTh BBIOPAHHYIO SYEWKY YKa3aHHbIM IIBETOM

(cm. Pucynok 61 v paznen 4.4.8).

s
|-:|:1%@ wmEE T AaBoBeI

OBBIYHBIF
w' HeT zanneku
CTramn

LlgeTa TEMBI:

Apyrve upeTa...

Pucynok 61 — LIBet 3anuBku

2. B (O0pequHuTL s9eiiku) — OOLEIUHUTH WM pPa3beJIMHUTL BbIJIeJIeHHbIe STYeHKU

(c™. pasnen 4.4.13).
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3. EE| — HACTPOWUTh OTOOpakeHHe TPaHHI] TaOJIUIBI WM BHIODAHHOI'O JIMAla30Ha sYeek,

THII ¥ TIBET JTMHUM rpanuil (cM. PucyHok 62 u pasnen 4.4.9).

@opmar ODT He noppepkvBaeT BO3MOXXHOCTb NPHUMEHEeHMs! AuarOHaJIbHBIX

TPaHMII.

AaBoBerl

OBBIYHBIA

KK

/ HeT rpaHuy

MocnegHWe UBeTa:

LlgeTa TeMbI

HEEEEE

Apyrve upeTa...

Pucynoxk 62 — Hacrtpotika rpanuit

4, (Pa3mep siueiiku) — yKas3aTh ITUPUHY BbIJIEJIEHHOTO CTOJIOIA, BBICOTY BbIjIeJIEeHHON
CTPOKH WJIM pa3Mepbl BblJIeJIeHHOM siueiikul (CM. pasfien 4.4.11.2 u 4.4.12).
5. TH (BcTaBUTBH CTPOKY BBIIIIE) — BCTABUTh HOBYH CTPOKY BHINIE BbIIEJIEHHOM

(cm. pasnen 4.4.2).
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6. && (BcraBUTh CTPOKY HHIKe) — BCTaBUTh HOBYIO CTPOKY HHXKE BbIIeJIEHHOW
(c™m. pasnen 4.4.2).

7. E (BcraBuTh CcTOJIOCI ClIeBa) — BCTAaBUTh HOBBIM CTOJIOeI] ClieBa OT BBIAEIEHHOIO
(c™. pasnen 4.4.3).

8. ﬂ (BcraBuTh CcTOJIOEI] CIIpaBa) — BCTaBUTb HOBBIMA CTOJIOEI] CITpaBa OT BBIJIEJIEHHOTO
(cm. pasnen 4.4.3).

9. @& (YpaauTh CTPOKY) — YAQJIUTD BbIJIeIEHHYIO CTPOKY (CM. pasnen 4.4.15).

10. $ (Ymanurs croJiben) — yIaauTh BeIJIeIeHHbIN cTonibery (cM. pasnen 4.4.15).

11. % (IToBTOPATH KaK 3aroJIOBOK Ha KaXKAOM CTpaHHIE) — IOBTOPSTH BbIOpAaHHYIO
CTPOKY KakK 3arojioBoK Tabuibl (cM. pa3zen 4.4.14).

12. Hacrpours Ta0umiy — HacTpOUTh BBIPDABHHMBAaHUE W/WIM OOTeKaHUe TabJIUIlbI
TekcToM (CcM. paszen 4.4.10).

13. @a (Yaanure Tabauiy) — yaanuth Tabmuiny (cM. paszgen 4.4.18).
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3.3.5.9 Paznen «M3o0paxenue»

Ecnu B nokymeHTe BblieJleH PUCYHOK (CM. pasgen 4.5), TO Ha IaHeId HHCTPYMEHTOB
orobpaxkaercs paznen M3o0paxkeHwe, KOTOpPBIA CONEPXUT  CJIEAYIOU[Me HHCTPYMEeHThI

(cm. PucyHok 63):

E B TekcTe g @,

57" Pasmep v nonokeHne

MaoBpaxeHne

Pucynok 63 — Paznen M3o0paxenne

1. Bpimagarommii CHOMCOK JUIsi BbIOOpPA IO3MIMM M300paXkeHUs OTHOCUTENIbHO TeKCTa

(cMm. PucyHok 64 v paznen 4.5.3):

[rpu—

C= B Tekcte w @ — v

R — W
= B Tekcre :

AB3au
0=  Bokpyr pamewn

O Ceepuxy v cHAzy
Mepea TekcTom

3a TekcTomM

Pucynok 64 — Beibop mo3uruu n3o06pakeHust

— DO=B Tekcre — u3obpakeHHe SABJIAETCS YACTHIO TeKCTa KaK CJIOBO WM 3HAK
IperuHaHuS;

— - Bokpyr paMKM — TeKCT oOTeKaeT HpSMOYTOJbHYI0 paMKy, B KOTOPYIO
MoMeIIaeTcsl U300pakeHue;

— O Csepxy u CHH3Y — TeKCT PaCIIoJIaraeTcs BbILIe ¥ HUKe H306pakeHHs;

— 1F Ilepen TexcToM — M306pakeHKe pacIioaraeTcsi epej] TeKCTOM B BHUIIe BEPXHEro
cIiosi;

— = 3a TekcToM — u306pakeHre paclioiaraeTcs 3a TeKCTOM B BHJle HYDKHETO CJIOSl.
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2. ":Pa3dMep H mOJIOXK€HHMe — W3MEHWUTb pa3Mep HW/WIM TOJI0XKeHHe H300paskeHus
(cMm. paznensl 4.5.2 u 4.5.3).

3. @, (Ynanurs uzo0paxenne) — yoaiuTh u3obpaxenue (cM. pasfen 4.5.6).
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3.3.5.10 Pazpen «Purypa»

Ecnmu B mokymeHTe BbifiesieHa dwurypa (cM. pasgen 4.6), To Ha TaHeId WHCTPYMEHTOB

oTobpakaercst paszien Purypa, KOTOpPbIM COJIEPXKUT CIleAyIoIre UHCTPyMeHTHI (cM. PucyHok 65):

ﬁ LleeT zanmekn v C= B TtekcTe v rﬂ
E KoHtyp v MogroxaTe pazuep
Purypa

Pucynok 65 — Paznen ®urypa

1. 2 IIBeT 3a/IMBKH — 3alI0IHUTH PUTYpPY IIBETOM WM u3obpakeHreM (cM. PrucyHok 66 u

pasgnen 4.6.5).

|2 LeeT 3a0MEKK \% E B TekcTe w rﬂ

HeT 3an1BKK

Llgeta Temb:

H BEGEEEE

Opyrue ypeta...

WMzobpaxeHne:

Bmbpate...

Pucynok 66 — Knornika IIBeT 3anuBku
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2. = KoHTyp — onpesievTh 1BeT, TOMIMHY U THUIT JIMHAKM KOHTYpa ¢urypst (cM. Pucyrok 67

£ UeeT 3anmekn  + = B tekcte w rﬂ

|: KeHTyp % MoaroHATE pasMep ‘

HeT koHTypa

Llgeta Temb:

Apyrue upeta...

ToawmHa aMHMK; 0,25nT

Pucynok 67 — Knonka Kontyp

3. Beimagarormuii  cnMcok il BbIOopa TMO3UIMK  QUTYPhl OTHOCHUTENBHO TeKCTa

(cMm. Pucynok 68 u paznen 4.6.12):

0= B Tekcre — GpUrypa sB/seTcs 4acThIO TeKCTa KaK CJI0BO MM 3HaK ITpeldHaHHs;

‘0- BOKpYyr paMKM — TeKCT OOTeKaeT NpAMOYTOJLHYIO paMKy, B KOTODYIO

nomertaercst purypa;

‘O CBepXy H CHH3Y — TeKCT PacIoJlaraeTcs BhIIe U HIKe GUIyphI;
1F ITepen TekcToM — GUTYpa pacIosiaraeTcs mepes TeKCTOM B BHZIe BEPXHETO CJIOS;

— £ 3a TekcroM — puUrypa pacroaraercsi 3a TeKCTOM B BUJIe HIXKHEro CJIOs.
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ﬁ LleeT zanmekn v C= B tekcre - rﬂ
— 4
= Kormyp v E B TekcTe
Turypa -

:0- Bokpyr pamkw

Ceepxy W CHU3Y

Mepen TexcTonm

fi{pi=pla

3a TekcTom

Pucynok 68 — Beibop no3uruu Gurypbl

4. IloarousaTs pasMep — NOJOrHAThH BBICOTY GUIYPHI IO, PACIOIOXKEHHBIN B Hel TeKCT

(cm. paspen 4.6.9).
5. @ (Ynanurs ¢urypy) — ynanutb Gurypy (cm. pasnen 4.6.14).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 67



MonOdonc

3.3.5.11 Pa3gen «JInaus»

HpI/I BCTdBKe WM BbIJEJIEHWH JIMHHUKU Ha4 IIdHeJIM WHCTPYMEHTOB 0T06pa>1<aeTc51 paszein

JImHMsA, KOTOPBIM COIEPXXUT Clellytole NHCTPyMeHTH! (cM. PrucyHok 69):

"

Tuncrpenkn ¥ == KoHTyp » /6
IF MNepen TekcTom ™

HEGTE

Pucynok 69 — Paznen JIuausa

a3
1. " Tum crpenku - BbIOPaTh THII HAKOHEYHMKOB JMHMU (cM. Pucynok 70 wu

pasnen 4.6.11).

E;‘E'Tmnnpe.nm - EKDH'I’_‘,’F} w /é
4

L m v

4+“— — —»

= — =

- — >

»— — —

*— — —»

Pucynok 70 — Knonka Tun crpenknu

2. BrbImagaromuii CMCcoK AJist BBIOOpa NMO3UIIMKM JIMHUM OTHOCUTENIbHO TeKcTa (cM. PrucyHok 71
v paznen 4.6.12):
— 0= B TekcTe — IMHUS ABJISETCS YaCThIO TeKCTa KaK CJIOBO MJIM 3HaK HpelMHAHNS;
— 0- BoKpyr paMKH — TeKCT oOTeKaeT MpSIMOYTONbHYI0O paMKy, B KOTODYIO
IIOMeIIaeTCs JINHUA;
— O CBepxy M CHH3Y — TeKCT PaCIOJIaraeTCs BBIIIe U HIDKE JTHHUM;
— IF Ilepex TeKCTOM — JIMHKS PacliojlaraeTcs mepej] TeKCTOM B BUJIe BEPXHETO CJIOSK

— = 3a TexcToM — JIMHUSA paciiojiaraeTcsd 3a TeKCTOM B BUle HUXXHETr'0 CJ104.
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E;'E Tun cTpenkn v : Kontyp /;;

IF MNepea TekcTom

O= BTekcre

‘0=  Bokpyr pamkm
O Ceepxy v cHusy
IF Mepea tekcTom
= 3atekcrom

Pucynok 71 — Beibop mo3uruu JIMHUU

3. e KOHTYp — OIIpeNIeSTUTH 1IBET, TOJIIMHY U THIT JIMHUM (CM. PucyHok 72 u pa3nen 4.6.7).

Al =
E-”/ Tun cTpeakn v = KeoHTyp % /S

E Mepes TekcTomM
HeT koHTypa

NMuHwua

LleeTa TENMB:

HEENEE

Opyrue ueeta...

ToawmHa AMHKKM; 1,00nT

Pucynok 72 — Knornika KonTyp

4. /1; (Ynanurts IMHUI0) — YAQIUTE JIMHUIO (CM. pasfen 4.6.14).
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3.3.5.12 Pa3znen «Popmyia»

Ecnu B nmokymenTte BwifiesieHa ¢popmyina (cM. pasfen 4.8), To Ha HaHeIuM HMHCTPYMEHTOB

oTtobpakaetrcst paszies1 Popmyia, KOTOPBIN COJIEPXKUT Cllefytolue KHONKU (cM. PrucyHnok 73):

e
500 M3MEHWTE
15

@E-, ¥aanTe

$opmyna

Pucynok 73 — Paznen ®@opmyia

1. 45} Usmenuts — penakTUpoBaTh popMyiy (cM. pazgen 4.8.2).

2. @% Ynanurs — ynanuts opmyiy (cM. paszgen 4.8.4).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 70



MonOdonc

3.3.5.13 Pa3nen «OraBienue»

Ecnu B mokymeHTe BbIziesieHo orjiaBieHue (cM. pasnen 4.10.6), To Ha maHesu UHCTPYMEHTOB

otobpaxkaercs pa3zen OriaBiieHHe, KOTOPBINM COJIEPXKUT CIIeyoIre KHOMKU (cM. PucyHok 74):

iy
207 MsmeHnTe
..

¥Yaante

OrnagneHne

Pucynok 74 — Paznen OrnaBieHue

1. 997 U3MeHHuTH — PelaKTUPOBaTh OrJiaBjeHue (cM. pasnen 4.10.6.3).

2. Ynanurte — ynanuth oriabienye (cM. pasgen 4.10.6.5).
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3.4 boxoBag naneinn

bBokoBasi maHesib COJEPKUT Cllefyole KHONKU (cM. PrucyHok 75):

— | pod

= s o P
11 ~

Bcraska

@ O

v

= & + 100% b

PucyHok 75 — bokoBas nanesb

— (O (ITomck u 3aMena) — OTKPBITH [TaHeJb [IOMCKA U 3aMeHbI TaHHbIX (CM. paszien 4.2.8).

- @ (MakpokoMaHbI) — OTKPBITh MaHeNb paboThl C MAKpOKOMaHIaMH (cM. pasnen 4.12.1).
KHormka orobpakaeTcs, eciid B IOKyMeHT Jjo0aBjieHa XOTsI Obl 0JJHa MaKPOKOMaH/1a.

- @ (BepxHHMIA KOJIOHTHTYJI) WIU @ (HumxHM KOJIOHTHTYJI) — OTKPBITH IaHeJb
HACTPOeK KOJIOHTUTYJIOB (cM. pasfen 4.10.2). Knomka oToGpakaeTcs, eciid BbijiesieH

KOJIOHTHUTYJI.
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3.5 Ctpoka cocrossHHS

B crpoke cocrosinus comepskarcs (cM. PucyHok 76):
— HOMep TeKyIlle CTpaHHUIIbl U 00I1ee KOJIMYeCTBO CTPAHUI] B JOKyMeHTe;

— UWHCTPYMEHTHI /IS U3MeHeHHs MaciTaba qokymeHTa (cM. paszen 4.11.2).

CrpaHuua 1 nz 1 - ® +

100%

Pucynoxk 76 — CTtpoka cocTosHUS
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3.6 OxHO OBICTPHIX AeHCTBHIT

B npunoxennn «MortOduc Tekcr» coep>XuTcst OKHO ObICTpBIX JeicTBrii (cM. PrucyHok 77).
JlaHHOe OKHO IIpefiHa3HAa4YeHO [yIg OBICTPOrO BBIIIOJIHEHWS KOMaHJ M IIPUMEHEeHWs CTUIen
¢opmaTrpoBaHus TEKCTA.

YTOOBI OTKPHITH OKHO OBICTPHIX JIEWCTBHH, BHITIOJHUTE OJTHO U3 CIEAYIOMNX JeUCTBUH:

— Bribepute myHKT KoMaHHOTO MeHIO CripaBKa > BeICTpHhIe qeiicTBHS.

— Haxwmure coueranue knaBum Ctrl+/ npu pabore B OC Windows / OC Linux wmm

couderanue kiaBuil $£Cmd+/ npu pabote B OC macOS.

OKHO OBICTPBIX IeUCTBUN COJIEPKHUT:
— IepeyeHb KOMaH]I, IPeJICTaB/IeHHbIX B KOMaHAHOM MeHI0 (CM. pasjen 3.2);
— T1epeyeHb BCTPOEHHBIX U II0OJIb30BATEJIbCKUX CTUJed ¢opMaTUpOBaHUS TeKCTa

(cm. pasmen 4.3.2.1).

Co3gate _trl+
Cozpate no wabnony..

OTKpBITE..

CoxpaHuTe

CoxpaHnTe Kak..

SKCNOPT..

BricTpan nevats

MapameTpel cTpaHWLE

Meqath...

JakpriTe

Pucynok 77 — OkHO OBICTPBIX JeHCTBUN
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J11st BBIOOpa KOMaHIbl/CTUJISL U3 CIIMCKA BOCIIO/Ib3YWTECh OJTHUM U3 CJIeIYIOIIHUX CII0CODOO0B:

— IlpokpyTuTe CHUCOK 10 HY>XHOM KOMAHJIbI/CTHJISI C IOMOIIbIO KOJIECHKA MBIIIN WU
MpaBOM BepTHKAJIIbHOW TMOJIOCHl TMPOKPYTKHU. [loaTBepavTe BBIOOP KOMAaH/BI/CTUIIS
IIeJTYKOM MBIIIN WM HaXkaTheM kiiaBuiiiy Enter.

— Haunure BBOAUTH Ha3BaHMe KOMAHJBI/CTUJII B CTPOKy moucka. Korjma Tpebyemas
KOMaH/Ia/CTUJIb 0TOOPA3UTCs B pe3yJibTaTax IOWCKA, BbIOepUTe ee C IMOMOIIbIO MBIIIN
WJTU KJIABUII KJIaBUATYPBHI:

— IllesnkHuTe O CTPOKE KOMAHIbI/CTUIIS JIEBOM KHOIIKOM MBIIIIH.
— BrbigenuTe CTpoKy KOMaHABI/CTWIISI C IIOMOIIBIO KJIABHMII KJIABHATypel | U T U

HaxMuTe kiiaBuily Enter.

OxHO 6I)ICprIX JIEeUCTBUM aBTOMAaTHUYeCKU 3dKPbIBAETCS IIPHU BLIIIOJIHEHWMKW KOMAHIbI HWJIA
IIpyMeHeHuda CTHJIA. Yrto0bbI 3dKPBITb OKHO 0e3 BbI60pa KOMaH)IbI/CTI/IJ'Iﬂ, IieJIKHUTe II0 J'IIO6OMy

MECTY 3a I1peJiejlaMi JadHHOI'O OKHAd WJIN Ha>XMHTE KJIaBUIITY Esc Ha KJIaBHUdaTYype.
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3.7 131k IpUIOAKEeHUs

Aspik  npunoxenus «MoiOduc TekcT» 1O yMOIYaHUIO —OIpefiesisieTcsl  S3bIKOM

OHepaHHOHHOﬁ CUCTEeMBI. HpI/I HEOGXO)II/IMOCTI/I ero MO>XHO U3MEHHUTDb BPYYHYIO.

HpI/I CMeHe 3bIKa IIPHUIO>KeHH s ((MOﬁO(bHC TexkcTy COOTBETCTBYIOHII/Iﬁ SA3BIK dBTOMdATHYeCKK1

BbIOMpaeTcs [ytst mpuioxkeHust «MouOdwuc Tabmmrmay.

YT0oOBI U3MEHUTD SI3bIK MPUIIOXKEHHUSI, BBITIOJTHUTE CIJIeyIOIue 1eUCTBUS:
1. Boibepute myHKT KOMaHAHOrO MeHIO WMHcTpyMeHTHI > H3MeHHTH SA3BIK

(cm. PucyHok 78).

WMHcTpymedtsr Bug OBwwmia g

Mpascnucadue r

HacTpaveaeme i chosaps
WMzmeHnTE A30IK...

PegakTop Makpokomarg

Pucynok 78 — KomangHoe meHto MHCTpyMeHTBI

2. B okHe, mnpeicTaBieHHOM Ha pUCyHKe 79, BblOepuTe M3 BBINQJAIONIETO CIIMCKA

TpebyeMbli S3bIK IPWIOXKeHUs U HaxkMuTe KHONKY OK.

CmeHa A3blka >

Bribepute A3pik:

A3blk cMcTemel (PycckiiA) g

OK OTmMeHa

Pucynoxk 79 — OkHo BbIOOpa s13bIKa
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3. B oxkne, mpeacraBienHoM Ha pucyHke 80, HaxxmuTe kHOTKy OK.

CrMeHa A3BIKA

N3ameHeHue BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

Pucynok 80 — YBenomiienre o Heo6X0IMMOCTH Iepe3alycKa IPUI0XKeHUs]

4. IlepesamycTtuTe mpuioXeHHe. [[Jii 3TOr0 3aKpoWTe BCe JIOKYMEHTBI, OTKPBITHIE Ha

JIaHHBIM MOMEHT B npwiokeHuu « MorOduc TekcT», 1 OTKpOHTe UX CHOBA.
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4 PABOTA B TEKCTOBOM PEJAKTOPE
4.1 TeiictBus Cc ¢painamu

4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

Yto6n1 ObICcTpO co3maTh darn B [IpoBogurke Windows, BEITTOTHUTE ClIeIyIOINIe JeHCTBUS:

1. OTkpo#Te KOHTEKCTHOe MeHIO HIeTYKOM MPaBOW KHOIKU MBI 10 ITyCTOW 06/IacTh U
BhIoTHUTe koMaHy Co3mars > ) [lokymenT MoitOduc.

2. VYxaxure HazBaHue ¢aiina. Ilo ymomuanuio ¢aily npucsavBaercs MMs [lokyMeHT
MoiiOduc.

3. Yrobbl COXpaHWUTh Ha3BaHUe, IIEJIKHUTEe 3a ero IpefejlaMd WM HaXMUTe KJIABUIIY

Enter Ha kiaBuaType.

4.1.1.2 IIpu BXoje B IPIJIOKeHHE

[Tpu Bxone B mpuiioxkenre «MoitOduc TekcT» HOBBIHN ¢aiil co3aaeTcss aBBTOMaTUYeCKHU.

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Ytob6bl co3paTe HOBBIM (ailll BO BpeMs paboTbl B INPWIOXKEHWH, BBIIIOJIHATE OJHO W3
CIIeIVIOIIUX JeUCTBUIA:
— Boibepute nyHKT koMaHaHOTrO MeHio ®aiin > Co3npath (cM. Pucynok 81).

— Haxmurte couetanue xiaasuml Ctrl+N / £Cmd+N.

®ain [paska Beraeka @opmar  MHotpyme
[ Cosgate Ctrl=M

CozaaTe no wabroHy..

[ OTkpbiTo.. Ctrl+0

Pucynok 81 — [Iynkt komangHoro Mexio Co3garhb
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4.1.2 Co3gathb mabsoH ¢aiina

[ITabsoH ¢aiyia moIHOCTBIO MOBTOpsieT UcxonHbld ¢ain. [labnoH ynobHO Mcnonb30BaTh
1pu pabote ¢ ¢paiiiamMu, y KOTOPbIX eCTh HabOp MOBTOPSIIOIIMXCSI 3JIeMEHTOB.

YtoObI co3/math mabiioH daiisia, BEIMIOIHUTE CIeIyIolIie JeHCTBHUS:

1. OrtkporiTe daii, MAa6IOH KOTOPOro He0OX0IUMO CO3AaTh (CM. pasen 4.1.4).

2. Broibepure myHKT koMaHHOTO MeHIO Paiiin > CoxpaHuTh madsoH (cM. Pucynok 82).

3. B oxuHe daiisoBoro MeHejpkepa BblOepUTe MAIlKy /Jiss COXpaHeHHUs IIabjioHa, yKaXKuTe

uMs daina U HaxxmMuTe KHOIIKY CoXpaHHUTh.

Daitn  [paeka Beraska Qopumar  WHctpyme

[ Cosgate Ctrl=M

Co3gate no wabaoHy..

[ Otkpoite. Ctrl+0
HepaesHwe gokymeHTH L4

Bl Coxpanuts Ctrl+5S
CoxpaHWTb Kak.. F12
JKCNopT...

Coxpanute wabnoH...

MapameTpe CTpaHMLB Ctrl+Shift+P
=1 [Meuars... Ctrl+P
JakpeiTe

Pucynok 82 — KomannHoe mMeHio Paiin

4.1.3 Co3gats ¢aiisn u3 madioHa

Hns cospmanus  daiyia M3 MOJATOTOBJIEHHOTO IIa0JIOHA BOCIOJIB3YHTECh OJHUM U3
CJIeJTYIONIHX CIIOCOOOB:
—  JIBaXIbI IIeJIKHUTE 110 Heob6X0oIMMOMY I111abJIOHY B ¢aliJIoOBOM MeHeJKepe.
— Boibepute nyHkT koMaHgHOTO MeHIO Paiin > Co3naTh mo mabdaony (cMm. PucyHok 82).
B oTkpbiBiIeMcst okHe $aiioBoro MeHepkepa BelOepuTe 11abJIOH, HA OCHOBE KOTOPOTO

TpebyeTcs co3arh ¢aiil, U HAXKMUTe KHOTIKY OTKPBITh.

OTkpoeTcst HOBBIM JOKYMeHT, TOTOBBIY K PeJJakTUPOBAHHUIO.
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4.1.4 OTKpBITH daiin

YT06B!I OTKPBITH (Paiisl, BOCIIOJIb3YHTECh OJJHUM U3 CJIeAYIOIIMX CII0CO00B:
—  JIBaX1bl 1eJKHUTe 110 daly JIeBOM KHOMKOW MBbIIIIH.
— Orkpoiite npunoxxenre «MoiOduc TekcT» U BLIIOTHUTE CIeyIolIie NeHCTBHUS:
1. Bribepure myHKT koMaHgHOro MeHio dPain > OTKpbITh (cM. PucyHok 82) mmm
HakmuTe codetanue kiapuil Ctrl+0 / Cmd+O.
2. B oxne ¢aiinoBoro MeHemxepa BblbepuTe TpeOyeMbldi (paiiyl U HaXKMUTE KHOIIKY

OTKpBITS.

4.1.5 OTKpPBITH HeTaBHHE JOKYMEHTBI

B npunoxenun «MoiOduc TekcT» coxpaHseTcs CIMCOK IOKYMEHTOB, C KOTOPBIMHU
I10JIb30BaTesIb paboTan B IOC/IeJHee BpeMsl.
YTOOBI OTKPBITH paiiyl U3 CIIMCKA, BBIIIOJIHUATE CIIeAYIOLIYe IeHCTBUS:

1. BriGepute myHKT koMaH/iHOTO MeHi0 Paiin > HemaBHue noxkymeHTHI (cM. PucyHok 83).

®aiin [paeka Bcraeka Qopmar  Weorpymedts  Bug  OBwwi goctyn  Cnpaeka

[0 Cosgare Cerl=N é X0 Thames

Coznate no wabnony...

& X K 4 AB =

[& Ormepoite... Ctrl+0
HeaaeHune gokymeHT * [ CpaeHenne 6paysepos.docx
=) Coxpatuma Cirl+S [0l Kaxoi Bpayzep emibpaTth.docx
CoxpaHuTe Kak., F12 OuncTTe

Pucynok 83 — HefjaBHHe JOKyMeHThI

2. B oTtobpa3suBiieMcs mojiMeHI0 BbibepuTe TpebyeMblit aiil.

Ecnu crimcok HeJdBHHX Cl)aﬁJIOB NoTepsI dKTYaJIbHOCTD, yAdJIUTEe ero. ,[[J'IH 3TOTO BbI6epI/ITe

IMIYHKT KOMdHJJHOI'O MEHIO daiin > HElIaBHI/IE JOKYMEHThI > O4HCTHTD.
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4.1.6 OTKpBITH Qaiii B JPYroM NpHI0KEeHUH

Penaxtupyemslii ¢aiii MOXHO OTKPBITh B IPYIOM IPUJIOXKEHUU HAIPSMYIO U3 IIPUIIOXKEeHUS
«MonOduc Texct». Bribop npuioxxeHus il JanbHelIel paboThl OCYLIECTBIISIeTCS C IIOMOIIbIO

ITyHKTa KOMaHHOTO MeHto Paitn > OTKPHITH B... (CM. PucyHok 84).

Hactpoiika oTobpakeHust JaHHOTO ITyHKTa MeHI0 HejocTymHa py pabote B OC macOS.

Daidn  [paeka Beraeka @opumatr  MHctpyments Bug  OBwmia goctyn

B Cozgate Cirl+M = . = =
Cozgate no wabnony..
e = =
[~ OTkpwTb... Ctrl+0O _
OTKpEITE B... k LibreOffice Writer
HegaeHwe qokyMeHTsl L Word
= CoxpaHute Ctrl+5
CoxpaHnTe Kak... F12

Pucynok 84 — Crimcok IOCTYITHBIX TPUIIOXKEeHUH

CHMcoK OOCTYNHBIX IPUIOXKEHUHM CO3/1aeTCsl BPYYHYIO C IIOMOIIbIO ¢aina KOHPUrypanuu
OpenWithList.ini (mogpobuee cM. B fokymenTe «MoiOduc CrangaptHeiii 2. JloMamHss Bepcusl.
PyKoBOJICTBO 110 YyCTaHOBKEY).

Komanya OTKpBITH B... He 0TOOpaXkaeTcs, eCl KOHQUTyPAIMOHHBIN (aiil He COEepXKUT
JIAHHBIX WM COJEP)KUT HEKOPPEKTHBIe [JaHHbIE.

[Tpu BeIMonHeHry KoMmaHAbl ®ain > OTKPBHITH B... Galyl 3aKpblBaeTCs B NPHIOXKEHUU
«MonOduc TekcT» 1 OTKpbIBaeTCs B yKa3aHHOM IpUJIOXKeHUU. Eciii Ha MOMeHT 3akpbITus ¢aiina

B HeM OCTdJIMCb HeCOXpPdHeHHble HW3MeHEHHUsd, IIPpHUIJIoXKeHHne «MOFIO(l)HC TexkcTy» rnpegjiaraeT

COXPAHUTD UX.
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4.1.7 Coxpanursp daiin

4.1.7.1 CoxpaHuTh Kak
YTob6bl COXpaHUTb HOBBIM Ayl WIA CO3[aTh KOMMIO TeKylero ¢aunsa, BbITOJIHUTE

CJIefyrolye qefCTBUL:
1. BrinonHWTe KOMaHAY COXPaHeHHs OJIHMM U3 CIIeJyIOIINX CII0COOO0B:
— Bribepute myHkT koMaHgHOTO MeHi0 Paiin > CoxpaHuTh Kak (cM. PucyHok 84).
— Ha nmnaHenmu wuHCTpyMeHTOB, B pasfeine daiyg HaxXMuTe Ha CTPeJIKy
CIlpaBa OT KHOIIKH (CoxpanuTh) U B BBIIAZAIOIIEM CIMCKe BblOeprTe
koMaHy CoxpanuTth kak (cM. PrucyHok 85).
Haxxmure kmaBumry F12 npu pa6ore B OC Windows, codeTaHue KJIaBHIII

Ctrl+Shift+S npu pabore B OC Linux mwimu coderanue kiasuil fShift+Cmd+S

nipu pabote B OC macOS.
2. B oxne CoxpaHMTh KaK BbIOepUTe MalKy JUIsl COXPAHEHUs, YKKUTe UMS WU THUII

¢arina/konuu Paitsia U HaxxMuTe KHONKY COXpaHUTh.

HpI/I CO31JdHHMH KOIINHA pa60‘II/IM AOKYMEHTOM CTAHOBUTCS KOIIUA q)afma.
il
=

(E15 ®
- B
&
CoxpaHuTe
|

CoxpaHuTe Kak...

Pucynok 85 — Knornika CoxpaHuThb

4.1.7.2 CoxpaHuthb
YtoObl n36exaTh MOTEPU JIAHHBIX B CTydae cO0eB B paboTe KOMITbIOTEPA, PeKOMEeHIyeTCs

nepuoandecKr COXpaHATb TEKYH_[I/Iﬁ JAOKYMEHT.
,HJ'[S[ COXpPdHeHus W3MEeHEeHUN B TeKyleM JIOOKYMeHTe BBIIIOJIHWUTe OJHO M3 CJIeAYIOIIUX

JIeICTBUU:
Bribepute myHKT KOMaHAHOTO MeHIo Paiin > CoxpanuTs (cM. PucyHok 84).
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— Ha mnanenu wuHCcTpymMeHTOB, B pasfene Pail HaXMHUTe KHOIIKY (CoxpaHuTts)
(cm. Pucynok 85).

— Ha mnanenu wuHCTpyMeHTOB, B pazfene <Pailyi HaXXMUTE HA CTpeJIKY CIipaBa OT
KHOITKU (CoxpaHuThb) U B BBINNQJAI0IIEeM CIHMCKe BbiOepuTe koMaHAy CoxpaHUTBH
(cm. Pucynok 85).

— Haxwmure coueranvie xiasumi Ctrl+S / £Cmd+S.

4.1.7.3 ABTOCOXpaHeHHe U BOCCTAaHOBJIeHHE JOKyMeHTa

ABTOCOXpaHeHHe JIOKYMeHTa OCYIIeCTBIISIETCSl KaXK[ble D MHHYT II0CJIe ero OJJHOKPaTHOI'O
COXpaHeHUsl BPyYHYIO.

[Tpu aBapuiiHOM 3aBepIlleHUH paboThI U MOCIeAYIONeM OTKPBITUM JOKYMeHTa IIpUIo)KeHre
aBTOMAaTUYeCKM BOCCTAHABJIMBAeT JaHHbIe, KOTOpble COAEepXallCh B JJOKyMeHTe Ha MOMEHT ero
MIOCJIeJIHer0 aBTOCOXPaHeHUs!.

BoccraHoBeHHbIN TOKyMeHT HeoO6X0IMMO COXpaHUTh Bpy4HYto. [ljis 3Toro:

1. Haxmurte knorniky OK B AuanoroBom okHe, rpejcTaBjIeHHOM Ha pUCyHKe 86.

BoccraHoeneHne >'<

o 3TOT AOKYMEHT Bbin
aBTOMaTW4eCcku BOCCTAHOB/EH.
Moxkanyiicta, He 3abyabTe
COXpaHuTb ero.

Pucynok 86 — JluanoroBoe okHO

2. COXpaHI/ITe BOCCTAaHOBJIEHHBIN AOKYMEHT C IIOMOHOIbIO KOMdH/bI Coxpa}me KaK

(cm. pasnen 4.1.7.1).
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4.1.8 OTnpaButs Qaiin mo moyre

Menro O6mmii goctyn HefoctymHo mpu pabote B OC macOS.

[Tpu paboTe B HpPUIIOXKEHUHM pelaKTUPyeMbld (aiiyi MOXHO OTIIPAaBUTH IO 3JeKTPOHHOU
nmoute. Paiy OTHPABIISIETCSI C TOMOINBIO TIOYTOBOTO KiHMeHTa, ykadaHHoro B OC B KkadecTBe
IIPOrPaMMBI 110 YMOJTYAHHIO.

YToObI OTIIPABUTH (AT IO JIEKTPOHHOM TOYTe, BBHITIOIHUTE CIIeAYIOIe IeHCTBUS:

1. Boibepure nyHKT KOMaHgHOro MeHI0 OOmmiz moctyn > OTHpaBHTH IO IOYTe

(cm. Pucynok 87).

OBwmriA goctyn  Cnpaeka

OTnpaenTe No NodTe...

Pucynok 87 — Komannnoe menro Oomuii gocryn

2. B okHe co3pmaHus HOBOT'O COOOIIEeHHS:
— BBeJUTe aJipec MoJTydaTeris;
—  Ipy He0OXOJUMOCTU U3MEHUTE TeMY COODIIeHHS;
—  BBeuTe TeKCT COODIIeHHUS.

3. OrtnpaBbTe coobIIEHHE.

4.1.9 DxcnopTupoBaTh ¢Qai

B npusnoxenny npenycMoTpeH 3KCIOPT ¢aiiia B ciiefyomye GopMaThl:
— PDF;

— PDF/A-1;

- TXT.

Ikcnopt ¢aisoB B popmatr TXT Henocrynen npu pabore B OC macOS.

Yro6nl skcnoptupoBaTh ¢ann B ¢opmate PDF wunu PDF/A-1, BeimonHuTe Ciiefytoiye

JIeUCTBUSL:

1. Brimonnaute KOMdaHy 3KCIIOpTd OJHUM U3 CJIeAYIOIIUX CHoco0OoB:

— Bribepute nyHKT KOMaHIHOTO MeHI0 Paia > Ikcnopt (cMm. Pucynok 88).
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Daitn  [lpaeka Beraska @opmar MHctpyme

[ Cosgate Ctrl+N

Cozgate no wabaony...

[~ OTkpoiTe.. Ctrl+0
HegaeHwe fokyMeHTEl L

& CoxpaHuTe Ctrl+5
CoxpanuTe KaK... F12
JKCNOpPT...

Pucynok 88 — Komannnoe mexio Paiin

— Ha nanenu wuHCTpyMeHTOB, B pasfeinie Pailm HaXXMHUTe Ha CTPeJIKy CIipaBa
OT KHOIIKU E} (bpicTpasi meyaTb) W B BBHINAJAIONIEM CIIMCKe BblOepUTe

koMaHay Jkcrnopt B PDF (cm. Pucynok 89).

@aiin  [lpaeka Beraeka @opumar  Woeotpymentm Bug

Jobaeuts |Eg {__:' ':__} Q

HM3GpaHHoe

E} BracTpan nevats

& Mevatb...

JxkcnopT e POF

= MNapameTpw cTpaHuLg

Pucynok 89 — Komanna 9xcopt B PDF

2. B okne ¢aiisioBoro MeHekepa BbIbepuTe Mariky Jijis 3KCIOPTa, YKaXKUTe UMs U popmaT

¢darina u HaxxmuTe KHOIIKY COXpaHHUTh.

Yto6sl akcriopTrpoBaTh daiii B popmate TXT, BbiloHUTE ClieqyOIIMe IeCTBUS:
1. Boibepurte nyHKT kOMaHHOTO MeHI0O Daiin > JkcmopT (cM. PrucyHok 88).
2. B okaze ¢ainoBoro MeHepkepa BblbepuTe MalKy AJIsl 3KCIOpTa, yKaXuTe uMs daina u

HA>XMHUTe KHOIIKY COXP&HI/ITI).
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4.1.10 PacmeuaTaTh qOKyMeHT

4.1.10.1 Be3 Bxoa B IpHJIOMKEHIE

IIpu pabore B OC Windows MOXHO pacredataTb JOKYMEHT/TPYIITy JIOKYMEHTOB 06e3 WX
MIpeIBaPUTEILHOTO OTKPBITHS B TpriioxkeHun «MoOdwuc Tekcry.

J1Jis1 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

1. Breimenure TpeOyeMblii JOKyMEHT/TPYIIIY JOKYMEHTOB B IIpoBogHuKe Windows.

2. OTKpoOITe KOHTeKCTHOe MEHIO IeJTYKOM [IPaBOM KHOMKHU MBI U BBITIOJTHUTE KOMaHIy

ITeuatn.

[leyaTh ocyIilecTBiIsIeTCSI Ha TMOCJIeJITHEM UCIOIb30BaHHOM mnpuiiokeHusMu «MoitOduc
Tekct» u «MouOduc Tabnuma» npuHTepe. Ecim npuHTep paHee He BBHIOMPAJICA B 3THX
MIPWIOXKEHHUsIX, TO TledaTh OCYIIecTBJseTcs Ha mpuHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYAHHUIO.

B nporiecce neyaty BO3MOXHO O0TOOpakeHHe CIIeAYIOLUX JUAT0IOBbIX OKOH:

— VIS MHOTOCTPAaHMYHOTO JOKYMEHTa WM TPYMIbl JJOKYMEHTOB — OKHO IOJITOTOBKU

JOKYMEHTOB K IIe4aTy;

— OIIOBelIeHMs O NOBPeXAeHHBIX (aiyiax U ¢aisax C Hello//lepXKuBaeMbIMU (pOpMaTaMH.
4.1.10.2 Bo BpeMs paboTHI B IPUJI0KEHUH

4.1.10.2.1 Br160p obnacTu neyaTu

J171s1 meyaTti MOXKHO BbIOpATh:
— (QparMeHT JOKyMeHTa,

— BeCb IOKYMEHT WK ero OoTAe/IbHble CTPaHUIIbI.

YT1o6b! pacnieyaTaTh ¢pparMeHT JOKYMeHTa, BBIIIOJIHUTE CIle/lyIoIye IeHCTBUS:
1. Boigenurte TpeGyembiii pparmMeHT.
2. lllenkHuTe MO HeMy MPaBOM KHOINKOW MBIIIM U BBHIIOJHUTE KOMaH/Ay KOHTEKCTHOI'O

meH0 IledyaTs BBITeIeHHOM 00JI1aCTH.
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YrobObl pacrmevarartb AOKYMEHT/CTPAHHUIIbI JIOKYMEHTA, BBINOJHUTE OJIHO U3 CJIeAYIOUIHX
IeUCTBUM:

— Broibepute nyHkT koMaHaHOrO MeHto ®aiia > Ileuats (cM. Prucynok 90).

®aiin [lpaeka Beraeka @opmar  MHotpyme

[ Cosgate Ctrl+N

Cozgate no wabaony...

[~ OTkpoiTe.. Ctrl+0
HegaeHwe fokyMeHTEl L

& CoxpaHuTe Ctrl+5
CoxpanuTe KaK... F12
JKCNOpPT...

Coxpanute wabnoH..,

MapameTpe CTpaHuub Ctrl=Shift+P
= Me4atb.. Ctrl+P
JakpeiTe

Pucynok 90 — KomannHoe meHio Paiin

— Ha nanenu wHCTpyMeHTOB, B pasfene <Pailyi HaXXMUTe HAa CTpeJIKy CIipaBa OT
kHONKY (= (BBICTpasi me4yaTh) U B BHINAZIalolIeM CIMCKe BhibepuTe KoMaHay IledaTs

(cm. Pucynok 91).

Daiin [paeka Beraska QPopmat  WHotpymedts Bug

+ v % O v &
JAoBaenTs |EB fr (__} Q

HM3GpaHHoe

E} BricTpan neuate ]

& Meuatk... L\}

SkcnopT e POF

= [NapameTpw cTpaHULE

Pucynok 91 — Komanga Ileuats
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— Haxwmure coueranue kimasuia Ctrl+P / £Cmd+P.

OTKpOETCH OKHO Hacrpoifnca nmedyaTu, B KOTOPOM MOXHO IIOCMOTpPeTb, KdK 6YHET

BBHITJISIZIETh IOKYMeHT Ha Oymare, a Takke yKa3aThb HaCTPOMKU Me4aTH.

4.1.10.2.2 TleuaTs c npegBapUTeJIbLHBIMH HACTPOIKaMH

Oxno Hacrpoiika medatu (cM. PucyHok 92) coepxurt:
— obyacTb NpeAnpocMoTpa JOKYMEHTa,

— 06JacTb HaCTPOEK IeYaTH.

O6nacTb HacTpoeK neyvaTu O6nacTb NpeanpocMoTpa

G Hactpoiika nedatin

L ]
MpuHTER

Microsoft Print to PDF hd

CeOliCTEA NPWHTEPA...

|| Meyark B OTTEHKaX ceporo

Kenuu: [ T————
! AaKM HrTEpedica
~
| 1 » ‘ ‘KOMI‘IHEKTOBaTb 123123. ¥
O6nacTe nevatm: lnanazon:

| ||=D Beck aokymeHT hd ‘ ‘ Bce ctpaH.. ¥ ‘

Mesio adbaiin,
| Hanpumep: 1-3, 37 ‘ 22 Mesnn o

Megin o

Megio
Megio aHuBeTp
Moo o Bais,
M oOBusi aocryim,
Metio o npank

[eycTopoHHAR nevats:

| Boikn. v

P
Crgim s AR

Crprams

HamerHT peosim oToSpaseHHE TAHETH HHCTYMEHTOS,

Pasnenw nasenn
3541 Pasoen edadiam.
3342 Paznen allpaexas.
3343 Paspen ol
3344 Pasien aAGaagn

AFAS  Pasen aCrame

33406 Pawwen aHoransan.

- Bnucats +
Meuatsb OtmenHa

Pucynok 92 — Oxno Hacrpoiika nmeuyatn
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B o6macTy ipeimpocMoTpa COIepsKaTcs CeyroIIre KHOTKU:

— - nu - YMEHI:IHI/ITI)/ YBEJIUIUTD MacIiTab CTpaHHUIIBL B obnactu IpearpocmMoTpa;

— BmnmcaThb — BiiMcaTh CTPaHMITY B 00/1aCTh PeIIPOCMOTPA;

— v K — mepeiiTH K crieyromed/mpeapIIyInel CTpaHrile JOKyMeHTa.

Maciitab, ycTaHOBJIEHHBIM B 00JIAaCTH MPeIpOCMOTpa, He BJMseT Ha TPAHUIIbI IeYaTH.

HHCTPYMEHTLI M3MeHeHHs MacIuTada IpeaHa3Ha4YeHbl TOJIbKO JIA JEeTaJIbHOTO IPpOCMOTPa

COIep>XUMOI'0 NOKyMeHTa.

B o6nactu HACTPOeK I1e4YaTh MOXXHO YKd3dTb IIdpaMeTphl, IIepedrCiIeHHble B Ta6nHue 4,

Ta6ummma 4 — ITapameTps! neyaTu

ITIapamerp

Hasznauenne

[Tpunrep

HpI/IHTep IJId 11e4aTr JOKyMeHTd.

CBoticTBa IpuHTEpa

Kuomnka noctymHa Tombko B OC Windows. I1pu HaXkaTvnt OTKphIBaeTCst OKHO
CBOWCTB IpuHTepa. By v cocTaB mapaMeTpoB OKHA 3aBUCUT OT MOJIENTN
TIpPUHTEpPA, BLIOPAHHOTO B I10JIE BHIIIIE.

[TapameTpsl, yka3aHHbIe B OKHE CBOMCTB IIPUHTEpa, aBTOMAaTHYeCKH
[IepeHOCsTCS B COOTBETCTBYIoNMe 1oyt okHa Hacrpoiika meuaru.
[TapameTpsbl, KOTOpBIe He MOAJIeP>KUBAIOTCS] IPUHTEPOM, He/IOCTYITHbI B OKHe
Hacrpoiika meuartn.

[leyaTh B OTTEHKAaX CEPOrO

[TeyaTh MIBETHOTO TeKCTa U M300pakeHUM, KOTOPbIE COJIEPXKATCs B
IIOKYMeHTe, B OTTeHKAax Ceporo I[BeTa.

Komun

Yucro rmeyataeMbIx 3K3eMIUISIPOB JOKYMeHTa.

KomiuextoBath /
He xommiexkToBaTb

IToste HOOCTYIIHO, eCJii KOJIMYeCTBO I1e4daTdaeMbIX 3K3eMIUISPOB ITPpeBhIIIdeT 1.
OnpenenﬂeT TMOPANOOK I'PYIIIMPOBKHU CTPAHUIL BO BpeMs Ie4aTu:

— KomimekToBaTs — rpymnmnuposars o konusm (1,2,3 1,2,3 1,2,3);

— He xoMIUIeKTOBaTh — I'PYNIUPOBaTh M0 HoMepam crpanwu (1,1,1 2,2,2
3,3,3).

O06macTp nevaTu

O06snacTh neyaTu IOKyMeHTa:
— Becb moKyMeHT — 1e4aTh BCETro JIOKYMeHTa.

- TEKyH.Iaﬁ CTPAHHUIIA — [1€9dThb CTPAHUIIBI JOKYMEHTAd, KOTOpast
0T06pa>KaeTc;1 Ha 3KpdHe B HACTOSIIUKA MOMEHT.

BrigenenHsIil pparmMeHT — MyHKT JAOCTYIIEH, €C/IU B TEKYIIIEM
JIOKYMeHTe BbIOpaH ¢pparMeHT TeKCTa.

CTpaHuIbI — [1e9aTh YKa3aHHbIX CTPaHUI]. TpebyeMble HOMepa W/WITH
JIMANa30HbI CTPAHUIL [IePeurCIISIOTCS B [0JIe HipKe. MoryT ObITh YKa3aHb
Kak:
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ITapamerp

Hasznauenue

e Howmepa otaenbHbix crpanun. Hanpumep: 5, 10, 12.
e Jluama3oHbl cTpaHuIl — uyepe3 neduc. Hampumep: 1-8, 10-11.

o CrpaHMIIBI C HaYajia IOKyMeHTa JI0 YKa3aHHOU — B popmare -<No>.
Hampumep, ecnu B mosie BBe/IeHO 3HaUeHUe -3, TO pacliedaTatoTCs
cTpaHuIs 1-3.

o CTpaHMIIBI C YKAa3aHHOM JI0 KOHIIA JOKYMeHTa — B ¢popmare <Ne>-,
Hamnpumep, ecnu B mosie BBeJieHO 3HaYeHUe 3-, U IOKYMEHT COCTOUT U3
6 cTpaHuII, TO pacredaTaloTCs CTPAHUIIBI 3-6.

Jlvamnaszon

Bri60op nuanaszona crpanuil uist nedaTty. [omne goctynHo, eciu B 1oje
Oo6sacTtb negyatu BoIOpaH Beckb mokyment. Coep>KUT MyHKTHI:

— Bce CTPAHUIIBI — [1€49aTh BCeX CTPpaHUI] JOKYMEHTa.

— Heuernrble crpanuibl, YeTHble CTPaHHUIBI — ITYHKTHI [Ipe/IHA3HAYeHbI
ISl IBYCTOPOHHe! evaTy I0KyMeHTa BpY4YHYIO Ha pUHTepe, KOTOPBIH
He TIOJIZIep>KMBaeT 3TOT THII [ledaTh B aBTOMAaTH4eCcKoM pexxume. Jljist
[evYaTy CHayana Hy>KHO BbIOpaTh HedeTHbIe CTPAHUIIb], 3aTeM
IepeBepHYThb CTOIKY JIMCTOB 0OpaTHOM CTOPOHOM U BBIOpATh IevYaTh
YeTHBIX CTPaHUII.

JIByCTOpOHHSIS 1TevyaTh

JIByCTOpDOHHSIS IIe4aTh:
— BBIKJI. — OJHOCTOPOHHSIS IIeYarTh;

— Ileperier o AIHHHOMY KPar0 — IBYCTOPOHHSIS TIe4aTh, CTPAHUIIEI
[IepeBOPAYHBAIOTCS OTHOCHUTEILHO JTUHHOTO Kpas;

- HepemIeT II0 KOPOTKOMY KpPAI — IBYCTOPOHHSS 11e4aThb, CTPAHUIIbI
IrepeBOpavYMBalOTCA OTHOCHUTEJIbHO KOPOTKOI'O Kpad.

YTo6s! pacrieyaTarh JOKYMEHT C YKa3aHHbIMU ITapaMeTpaMy, HaXkMUTe KHOIIKY IledaTs.

YTOOBI 3aKpBITh OKHO, He paciiedaTbiBasi JOKYMeHT, HAKMHUTe KHONKY OTMeHa.

4.1.10.2.3 bricTpas neyathb

JIoKyMeHT MOKHO pacriedaTarhb B OJJHO JieiCTBUe, O6e3 BbI30Ba OKHA HACTPOMKH IEeYaTH.

Jly1st 6pICTpO¥ ITeYaTy UCIOJIb3YIOTCS:

— Hacrpoiiku neyatv 1o yMoyI4aHHIO.

— HOCJIEI[HI/Iﬁ WCIIOJIb30BAaHHbBIN IIpUHTEDP. Ecmu a1 OOHO YCTPOfICTBO He MCIIOJIB30BAJIOCh,

TO BbIOMPAeTCsl IPUHTEep, YKa3aHHbIN B HACTPOWMKAX CUCTEMBI.

Jlist 6BICTpOM TeYaTH JOKYMEeHTA BBIIOJIHUTE OJTHO U3 CIIAYIONIUX JeHCTBUIMA:

— Ha nmaHenyu MHCTPYMeHTOB, B pasfieiie dPaiin HaxxMuTe KHONKY (= (BBICTpas medyaTs)

(cm. Pucynok 93).
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— Ha nanenu uHCTpyMeHTOB, B paszeiie Paiin HOXXMUTE Ha CTPEJIKy CIpaBa OT KHOIIKU
(= (BeIcTpasi meyaTh) M B BHIIAJAIONIEM CIMCKe BhIOepuTe KoMaHay BeIcTpas

nmevyarhb.

@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug

+ B~y X B v &
JobaenTe EV 2 Q

M3GpaHHoe
g] EoicTpan nevatb

i

[MeyaTb...

JkcnopT & POF

MapameTpsl cTpaHALB

Pucynok 93 — Komanga BeicTrpas neuatb
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4.1.11 3akpeITh daiin

[Tocre 3aBepiienrs paboThl ¢ ¢aityioMm coxpaHuTe ero (CM. pasfen 4.1.7) U 3aKpoiiTe OKHO
MIPWIOXKEHHsI OJTHAM U3 CJIeTyIOIIUX CII0COOO0B:

— BpibepuTe myHKT koMaHAHOTO MeHI0 Paiin > 3akpeITh (CM. PucyHok 94).

Daitn  [paeka Beraska Qopumar  WHctpyme
[ Cosgate Ctrl=M

Co3gate no wabaoHy..

[ Otkpoite. Ctrl+0
HepaesHwe gokymeHTH L4

Bl Coxpanuts Ctrl+5S
CoxpaHWTb Kak.. F12
JKCNopT...

Coxpanute wabnoH...

MapameTpe CTpaHMLB Ctrl+Shift+P
=1 [Meuars... Ctrl+P
JaKkpuiTh

Pucynok 94 — Komannnoe menro dPaiin

—  Haxwmure KHOIIKY BaKprTb B 3arojJiOBKe OKHaA IIPUJIO’KEHHUS].

— Haxwmure coueranue kiasul Alt+F4 / 3Cmd—+Q.
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4.2 Pabora c TeKcToM

4.2.1 BBop Tekcra

TexcT BBOAUTCSI TP MTOMOIIM KJIaBUATYphl B pabouei 06J1aCcTH IJIaBHOTO OKHA. BBe/ieHHbIi
TEeKCT MO>KHO B JIt0O0I MOMEHT OTpeJ]JaKTHPOBaTh, YJIaIUTh, COXPAHUTb.

[To ymomuanuto 1yisi TekcTa mpuUMeHsieTcsl CTHIb QOOBIMHBIN, KOTOPBIM UMeeT CleyoIye
rapameTphl:

— IlIpudt: XO Thames;

— Pasmep mpudrta: 14;

— BrilpaBHMBaHUe: 110 HIUPHHE;

— MexcrpouHblii HHTepBal: OAUHAPHBIN;

— Orcryn nepso# crpoku: 0;

— HHurepsan 1o a63ama: 0;

— MHurepsan nocne ab3ana: 0;

— Orcryn cnega: 0;

— Orcryn copaga: 0.

4.2.1.1 ABTo3amena neduca Ha TUpe

HpI/I BBOJIe TeKCTa II0JIb30BaTeIn OOBIYHO CTaBAT 3HAK Iqu)I/IC{:l B TeX MeCTaX, rge II0
MpaBUJIaM PYCCKOTO sI3bIKa HEOOXOAMMO CTAaBUTh THpe, TaK KaK Ha KJIaBUAType 3HAK THpe
OTCYTCTBYET.

B cBs13u ¢ 3TUM TIpUIIoXKeHHe aBTOMaTUYeCKH 3aMeHsieT 3Hak Jeduca (-) Ha KOpoTKoe Tupe (—), ecid B
JIOKyMeHTe TiocyiefioBaTeibHO BBOJISITCS TeKCT IIpoben nmeduc IIpoden texcr IIpoben/Enter/Tab.
Eciu Tpebyercst OTMEHUTDb aBTO3aMeHY, BBIITOJTHUTE OJTHO U3 CJIEAYIOIINX JIeHCTBUMA:

— Bribepute nyHKT koMaHgHOTO MeHO IIpaBka > OTMenuTs (cM. PucyHok 95).

Mpaeka Bcraeka Qopmar  WMacrpymedte Bug O

T OTmeHuTe Ctrl+Z
" ToeTopuTs Ctrl+Y
oo Buipesats Ctrl+X
Keonwpoeate Ctrl=C
ﬁ BrTaeute Ctrl+W

Pucynok 95 — Komangnoe menio IIpaBka
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— Ha nanenu wuHcTpymenTtoB, B pasgene IlpaBka naxmure KHONKY “) (OTMeHHTE)

(cm. Pucynok 96).

®aiin [paeka Beraska Qopmar  WHorpymentsr Bug  OBwwid goctyn

+ ~ Y, [ @ w é X0 Thames
dobBaeuTs E}v (_J C_) Q >|< K H
HsGpannoe Pann Mpaeka WpwdT

Pucynok 96 — Knonika OTMeHUTH

— Haxwmure covyeranue kiasui Ctrl+Z / 8Cmd+Z Ha kaBuarype.

4.2.1.2 ABTO3aMeHa KaBLEIYeK

Ecny TekcT BBOOUTCS Ha PyCCKOM WM GPaHIy3CKOM SI3bIKe, TO KOMIIbIOTepPHble KaBbIUKU
("") aBTOMaTHYECKU 3aMeHSIOTCSl Ha PpaHITy3CKUe KaBbIUKHU («»).
YroObl OTMEHUTh aBTO3aMeHy JIeBOM WJIM IIPaBOM KaBBIYKH, IIOCJIe ee BBOZAQ BBIIIOJHUTE
OHO U3 CJIeYIOIUX JeUCTBUM:
— Bribepute nyHkT koManaHOro MeHto IlpaBka > OTmeHuTs (cM. PucyHok 95).
— Ha manenu uHCTpyMeHTOB, B paszene IIpaBka Haxkmure KHONKY ) (OTMeHHTB)
(cm. Pucynok 96).

— Haxwmure coveranue kiaBuil Ctrl+Z / $8Cmd+Z Ha kaBUartype.
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4.2.2 CHOCKH

CHocka — 3T0 CIIPaBOYHas WA IIOSICHUTEJIbHAA I/IHCl)OpMaIII/ISI K CJIOBY WX 8638Hy TeKCTa.

Paznmuyaior oOBIUHBIE M KOHIIeBble CHOCKHM. OObIUHBIE CHOCKH pacIiojiararoTCsd BHHU3Y

CTPaHMITBI, @ KOHIIEBbIe CHOCKU — B KOHIIe pa3fiesia WX JJOKyMeHTa.

CHOCKH COCTOSIT U3 ClIeAyIoImuX 31emeHToB (cM. Pucynok 97):

— 3HdK CHOCKH — pAacCIiojiaraeTCsa HellOCpeACTBeHHO II0CJie CJI0OBa WK 86331_121, K KOTOpOMY
OTHOCHUTCs CHOCKA,
— HOMep U TeKCT CHOCKH — PACIIOJIardlOTCA B KOHIIe CTPAHUIIbI, pa3iejlda Uik JOKYMEHTA,

[10[] TOPU30HTAILHOM YepToi, CJIeAyIolei I0Cie OCHOBHOI'O TEKCTa.

B TekcTe cHOCOK He IMOAAEePXUBAETCA:
— IIOHMCK M 3dMeHad JdHHBbIX;

— IIpoBepKa IIPaBOIMCAHMUSI.

Ilocne aToro NMpeanoseH M CTOMT 3HaK CI-IDCI{I-I] .

! 3a HOMEDPOM CHOCKH CTedYeT TexKCT CHOCKH.

CrpaHwvua 1 wz 1

Pucynok 97 — Ilprmep 06bI9HOM CHOCKH
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4.2.2.1 BcTraBUTBH CHOCKY

B Texymeii Bepcun nipuiioxxenus «MornOduc Tekc»:

— He MOJJIeP’KUBAETCsI BCTaBKa KOHIIEBBIX CHOCOK;
— He JIONyCKaeTcsl oO0aBieHre OOBIYHBIX CHOCOK B JIFOObIe OOBEKTHI, KpOMe TabJIull, U

KOJIOHTHUTY/JIBI.

Jlnst OOBIUHBIX CHOCOK TIOAJIePXKMBAETCS CKBO3HAsE HyMepallusi B IIpefiejlax BCEro
nokyMeHTa. [Ipy HyMepariuu UCIomb3y0TCs apabCcKye 1UdpHI.

YT0oOBI 106aBUTH B JOKYyMEHT OOBIYHYIO CHOCKY, BBIIIOJIHUTE CJIeAYIOIIHe TedCTBUS:

1. Vkaxure MecTo /ijis BCTABKU CHOCKH OJTHHUM U3 CJIeAYIOIIMX CII0COOO0B:

— YcraHOBUTe KypCOP MBI B TpebyeMoe MecTo TeKCTa.

— Brimenure pparmMeHT TekcTa, ocjae KOTOPOro He06X0AUMO BCTaBUTh CHOCKY .

— VYcraHoBUTE KYypCOp WM BbIIeJUTe S4eiiky Tabuilbl, B KOTOPYIO HEoOXOAUMO
00aBUTH CHOCKY.

— BrimenuTe nuana3oH siueek, K KOTOPOMY HEOOXOJIUMO /100aBUTh CHOCKY. B manHoM
Cly4yae 3HaK CHOCKM OyIeT yCTaHOBJIEH IIOC/Ie TIOCJIeJHerOo CHMBOJIA HWDKHEN
[IPABOM AYEHKH.

2. JlobaBbTe CHOCKY OJJHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHKT KoMaH/iHOTO MeHI0 BeraBka > CHocka (cM. Pucynok 98).

Becraeka @opmat  MHotpymentot Bug  Of

MzoBpaxketue..,
TekcToBoe Nnone

&) @arypa 4

EH TaBawua...
Dopmyaa..

)

B G

'CI'IELI,HE.ﬂbeIE CHUMEQA...

0 T

Pasprie cTpaHuus Ctri+Enter
Paszpms pazpena
Homepa ctpanuy, L4

KonoHTrTyam L4

m m

OrnaeneHne

g3}

Cebinka... Ctri+K

MepekpecTHan cobinka...

0 4l

Jaknagka...

AE  CHocka Ctrl+Alt+F

Pucynok 98 — Komangnoe menio BecraBka
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— Ha mnanemu wuHCTpyMeHTOB, B pasfene BcraBka Haxmure KHONKYy -=. Ha

OTOGpA3UBILeHCA TaHe/IM BCTABKU HAXKMUTE KHOIIKY A& CHocka (cm. Pucynok 99).

ISRy 0w
5 @@ =

@ Mzobpamenne.. ~

AaboBe AaBE6BBl AaBeBell ...

Jaronosok 1 3aronoBok 2 Jaronog~e 2

11

E[ TekcToeoe none

]
O

i Durypa ¥
228 Tabamua... »
E‘j Dopyaa..

B CheunansHbele CMMESAb.., »

"o Paspuie cTpaHMLe

= Paspuie pasgena

Howmepa cTpanud,.. »

@ KenoHTUTY AW »
Ornaenenne

{:j Comanka...

=] NepekpectHan ccoinka..,

-] Jaknagka...

AB CHocka I}

Pucynok 99 — I[1anens BcTaBku

— Haxwmure coderanue knaBuin Ctrl+Alt+F / ~Option+3Cmd+F Ha ki1aBuatype.
3. B ykazaHHOM MecTe HOKyMeHTa OTOOpasWTCS 3HAK CHOCKHM, @ BHH3y CTpPaHMIIbI —

HOMep CHOCKH. BBenuTe TeKCT CHOCKH I10CJIe ee HOMepa.

Eciv nokyMeHT He COOEpXMUT [PYIrMX CHOCOK, TO [100aBjIeHHOW CHOCKe Ha3HadaeTcs
HoMmep 1. Ecnu HOKyMeHT cOmepXXWUT J[pyrue CHOCKHM, TO [100aBJIeHHOM CHOCKe Ha3HA4aeTcsl

HOpSII[KOBbeI HOMep, COOTBETCTBYIOH_II/Iﬁ €e PacCIIOJIOKeHUI0 OTHOCHUTEJIBHO APYI'UX CHOCOK.
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4.2.2.2 IlepeiiTi K CHOCKe

HpI/I HaBeleHMW Hd 3HdK CHOCKHM B OCHOBHOM TeKCTe JIOKYMeHTad OTO6pa)KElETC$I

BCIUIbIBAIOIIlee OKHO C TeKCTOM CHOCKH (cM. Pucynok 100).

V NIYyKOMOpPBLA 11y 0 3eEHbII|
@}TPHBDK M3 Nozmul «Pycnad u
Nrogmmaan,

Ctrl + LleakHwTe 40A Nepexoga No cCbake

Pucynok 100 — BenpiBaroliee OKHO C TEKCTOM CHOCKHU

YToO6Bl nepedTH K TEKCTy CHOCKHM, HaxMuTe Ha kiasuily Ctrl / #Cmd u menkaure 1o
3HaKy CHOCKU. Kypcop aBTOMaTHuecKu IepeMecTUTCs! B TEKCT CHOCKY B KOHIle CTPaHUIIbI, pa3jiena

HJIN NOKYMeHTa.

4.2.2.3 KonupoBaThb, BbIpe3aTh U BCTABUTh CHOCKY

CHOCKM MOXKHO KOITMPOBATL, BbIpe3dTb W BCTABJIATDH (CM. pa3gen 49) B IIpeaejlaX OOHOIo

JIOKyMeHTa WM Mexy JokyMeHTaMHu « MonOdguc Tekcry.

He AOITyCKaeTCsd BCTdABKd CHOCOK B JII00ObIe O6’B€KTLI, KpoMe Ta6JII/IL[, " B KOJIOHTUTYIJIbI.

Bripe3aTb, KOMMPOBAaTh ¥ BCTaBUTh MOXKHO:
— TeKCT CO CHOCKOW;

— TOJIBKO CHOCKY — IJIA 3TOIr0 Bpre)KbTe/ CKOHprﬁTe M BCTaBbTe 3HAK CHOCKH.

4.2.2.4 PepakTupoBarts 1 popMaTHpPOBATH CHOCKY

PenaktupoBanve u <¢opMaTMpoBaHHWe TeKCTa CHOCKM OCYIIeCTBJISIeTCS aHaJIOTUYHO

pPedakKTUpPOBAHUIO U Cl)OpMaTI/IpOBaHI/IIO OCHOBHOTI'O TeKCTa JOKYMEHTd.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 98



MonOdonc

4.2.2.5 YnanuTh CHOCKY

YT0o6BI yAQIUTH CHOCKY, BBITIOJIHUTE OHO U3 CJIeYIOIIUX JIeUCTBUM:

— YnanuTe 3HaK CHOCKH B OCHOBHOM TeKCTe JIoKyMeHTa. HoMep u TeKCT CHOCKM B KOHIle
CTPaHMITBI, pa3fiesia WA JOKyMeHTa yIaJIsSTCs aBTOMAaTHIECKHU.

— BrimenuTe TEKCT CHOCKM WK TTOMECTHUTE Kypcop B JIF000e MecTo TeKCTa CHOCKH B KOHIIE
CTPaHMITBI, pa3fienia Wik AokyMeHTa. llleskHUTe TIPaBOM KHOMKOM MBIITH M BBHIIOJTHUTE
KOMaH/ly KOHTEKCTHOT'O MeHI0 YJaJHTh CHOCKY. 3HaK CHOCKA B OCHOBHOM TeKCTe

HOKYMeEHTa YIdJIUTCA aBTOMATHUYECKH.

[Tpu ynaneHun CHOCKY HyMepalys OCTaBUIMXCS. CHOCOK aBTOMaTU4eCKU 0OHOBJISETCS.
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4.2.3 I'unepcchuIKH

B TekcT mokyMeHTa MOXHO J00aBUTH CCHUIKY Ha BeO-CTPaHMITY WIK afipec 3JIeKTPOHHOMH
MTOYTHI.

[Tpunoxenve «MorOduc Tekcr» pacro3HaeT W JenaeT aKTUBHBIMH CCBUIKH, KOTOPbIe
HayMHAITCI ¢ www, http, https, ftp, u anmekTponHbIe afpeca.

[Ipumepsi:

—  www.website.ru,

— https://website.com,

— http://website.ru,

—  ftp://192.100.0.0,

— mailto:user@domain.ru,

— user.name@domain.com.

Ytobbl u3bexaTh OMMOOK NHpU Iepexofle No ccbuikaM, Iepen URL pexomenpyercs

yKa3bIBaTh IpoToKoi. Hanmpumep: http://website.ru.

4.2.3.1 BcTaBUTH CCBUIKY

Ccbuika MoxkeT 0TobpaXkaTbCsl B JOKyMeHTe B BUJIE:

— URL - nanpumep, http://www.website.ru;

— TeKCTad — HallppuMep, CCbLJIKd.

UYtoObI 100aBUTH B IOKyMeHT CChIIKY B BUjie URL, BoimosiHUTE Cliefiytoliiye JerHCTBUYS:
1. Cxomnmpy¥iTe CChIIKY U3 UCTOYHHUKA.
2. BcraBbTe cchliky B TpebyemMoe MeCTO JAOKyMeHTa W HaxkmuTe kiaBuiry Ilpoe6en wiu

Enter Ha knaBuatype.

YT1o6b! JOOABUTH B IOKYMEHT CCHIJIKY B BUJIe TeKCTa, BLINIOJIHUTE CJle[lyolliye 1eHCTBUS:
1. Ckomnupy¥iTe CCbUIKY U3 NCTOYHUKA.
2. YKaxuTe MeCTO /ijisl BCTaBKU CChUIKU OTHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Yt0o06bI 0POPMUTH KaK CChUIKY HalledaTaHHOe CJIOBO, YCTAHOBUTE B HETO KYPCOP WU
BbIJle/IUTe ero neiaukoM. YTobbl opopMUTH KaK CCHIIKY HarleyaTaHHBIM ¢parMeHT

TeKCTa, BbIJeJInTe ero ejmKoM.
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— Yro6bI BCTaBUThH CJIOBO WA $parMeHT TeKCTa CO CChUIKOM, YCTAaHOBUTE KYpCOp B
Tpebyemoe MecTo HokyMeHTa. Ecin ciioBo wnn ¢parMeHT TeKCTa CO CCBhIIKON
TpebyeTcss BCTaBUTh B MYCTYIO SlYeWKYy TaOJIMIIbI, BBIIEIUTE JTy SUYEHKy WU
YCTAaHOBUTE B Hee Kypcop.

3. BrinosnHKTe KOMaHly BCTaBKU CCBUIKK OJJHUM U3 CJIEYIOIIHUX CIIOCODOB:

— Bribepute nmyHKT KOMaHgHOTO MeHIO BeraBka > Ccbutka (cMm. Pucynok 101).

Beraeka @opmar  WHetpymentw  Bug O

Wzobpaxerie...

TekeToBoE NOne

&) Qurypa 4

BEH TabBawua...
(L) Qopryaa...

0 CI‘I'E'LI,H-E.."II:-HI:I'E' CHMEBCAB...

*=  Paspbie cTpaHWLpl Ctrl=Enter
‘= Paspuwie pasgena

# Howmepa cTpaHuy 3
B KosoHTumynm *
=: Ornaenexune

¢ Connka... Crl =K

=1 [lepekpecTHan ccelIKa...

[l  3aknagka...

AE  CHocka Ctrl+Alt+F
£ [Jara

() Bpems

Pucynok 101 — KomangHoe mento BeraBka
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— Ha nanenu uHCTpyMeHTOB, B paszene BeraBka HaxkmyTe KHOIKY === (cM. Pucynok 102).

Ha OT06p83HBMEﬁCﬂ ITaHeJIM BCTABKU HAXXMHWTe KHOIIKY {:} Cchuika.

I
H 4 (@)~

Aab0oBrE AabBoBel AaBoBell

Jaronosok 1 3aronoeok 2 Jaronoe~r 2

24
[

L

&

=] @ E

aC

||T|:

i G

109

=]

11

Mzobpamenne..
TekcToBDE NOne

Durypa

Tabauua...

Dopryna...

'CI'IE'LI,MEJ'II:-HI:IE' CHMECAB...

Pazpbie cTpaHuLm
Paspuie paspena
Howmepa cTpanuy..
KonoHTuTynm

Ornagnenne

Cculnka...

N

MepekpecTHan copaka.,.,

Pucynoxk 102 — Ilanenb BcTaBkU

— H_IEJI‘IKOM npaBoﬁ KHOIIKM MBIIIH OTKpOfITe KOHTeKCTHOe MeHIO K BELIIIOJIHUTE

KOMaHy BcraBurnb CCBLIKY.

— Haxwmure coueranue knasui Ctrl+K / #Cmd+K Ha ki1aBuarype.

4. B oxue BcraBuTth ccbuiky (cM. Pucynok 103):

— Ecmu mone Anpec He 3dIlI0JIHEHO, BCTaBbTe B HET'O CCBUIKY. Ilo YMOJI9aHHUIO B II0JIe

AHPEC dBTOMATHUYE€CKU IIOJACTABJIIETCA CCBhbLUIKd, CKOIIMPOBdAHHAS W3 MCTOYHHKA Hd

IIepBOM II1are.
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— FEcmu mone Tekcr He 3amosiHeHO, BBeWTe B HEro TeKCT, KOTOPBIA Oyjer
otobpaxarbcsi BMecTo URL ccbuiku. [1o ymomnmuanuio B nosie TekcT aBTOMaTUYeCKU
MO/ICTABJISIETCSl CJIOBO, HA KOTOPOM YCTAHOBJIEH KYpCOp, BblJleJIeHHOe CJIOBO WX
BbIJIEJIeHHBIN PpparMeHT TeKCTa.

— Haxwmure kHonIKy OK.

BcraeunTe copinky >

MorOdwe >

‘ https://myoffice.ru/ > ‘

Pucynok 103 — OxHo BecTaBUTH CCBUIKY

4.2.3.2 IlepeiiTH 110 CCBLIKe

YToOBI ITepeiTH 110 CChIIKe, BHIIOJHUTE OHO U3 CJIeAYIOIINX JIeHCTBUM:
— IllenkuuTe 1O CChUIKe, yaepxkuBas HaXkaTou kiapuiry Ctrl / $8Cmd.

— YcraHoBure KYPCOp Ha CCBUIKY U Ha’>KMHUTE KJIdBUIITY Enter.

Beb6-cchiiiku OTKPBIBAIOTCS B Opay3epe, KOTOpbIi ucnoiib3yercss B OC 1o yMoT4aHUIO.
[Ipu mepexose MO CChbUIKe Ha 3JIEKTPOHHBIM aJipeC OTKPBIBAeTCS TOYTOBas IMpOrpamma,
koTopasi ucnosnbdyercs B OC mo ymosyanuio. B gaHHON mporpamMme aBTOMAaTHYeCKH CO3/1aeTcs

HOBOe IIMCbMO, U B IIOJIe KOMy KOIIMPYeTCd aapecC 3HeKTp0HH0171 II0YTHI, YKHBHHHBII;'I B CCBLJIKeE.

4.2.3.3 KonupoBaTh CCBLIKY

YTtoObbI CKOITMPOBATL CCBUIKY, IIEJIKHUTEe II0 HeM npaBoﬁ KHOIKOW MBI M BBIIOJIHUTE

KOMdHy KOHTEKCTHOI'O MEHIO KOHHPOBEITI) aJipec CCBLIIKH.
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4.2.3.4 PeqakTHpOBaTh CCHUIKY

Yr1o6n1 pegakTrpoBaTh URL U TEKCT CChUIKH, BBITIOJIHUTE CIIeAYIOIINe IeUCTBUS:
1. VcraHoBuTe Kypcop Ha CCBUIKY WM BbIJIEJIUTE YaCTh CChIIKWA/CChIUIKY IeJIUKOM.
2. OTkpouTe OKHO peJaKTUPOBAHUS CCHUIKH OJTHUM U3 CJIEIYIONTHUX CIIOCOOOB:
— Bribepute nyHKT KOMaHgHOTO MeHI0 BeraBka > Ccbutka (cMm. Pucynok 101).
— Ha manem uHCTpYyMeHTOB, B pa3nerie BeraBka HakMuTe KHOIIKY =+ (cM. Pucynok 102).
Ha oTo6pasuBIeiics naHeIM BCTABKY HAXMHTe KHOMKY ¢/ CChUIKA.
— [lemykoM mpaBOM KHOIMKUA MBIIMIA OTKPOMTEe KOHTEKCTHOE MEHIO U BBHIIOJIHUATE
KoMaH[y PetakTHpoBaTh CCHUIKY.
— Haxwmure coveranue knasuin Ctrl+K / Cmd+K.
3. B oxne PemakTHpoBaTh cchuUIKy (cM. Pucynok 104):
— B none Appec penaktupyiite URL ccpiiky.
— B nosne TekcT penakTrpyiTe TeKCT, KOTOpPbIM oTobpakaeTcst BMecto URL ccbiiku.

— Haxwmure knonky OK.

PepakTupoBate coblnky .

MoirOdwc *

‘ https://myoffice.ru/ > ‘

| m OTmeHa

Pucynok 104 — Okao PegakTHpoBaTh CChUIKY
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4.2.3.5 YnaauTh CCBLUIKY

CcbUIKy MOXHO YIaJWTh C IOMOIIBIO OKHA PelIaKTUPOBAHUSI WIA KOHTEKCTHOTO MEHIO.
Ccbuika ynansiercs 6e3 TeKCTa, KOTOPBIM ee COIep>KHT.
YToOBl ymamuTh CCBHUIKY C IIOMOIIBIO OKHA PelIaKTHPOBAHHS, BBLITIOJIHUTE CJeAYIOIIHe
IeUCTBUS:
1. VcraHoBuTe Kypcop Ha CCBHIIKY WM BBIJIEJIUTE YaCTh CChITKU/CCBIIKY IeJTUKOM.
2. OTkpouTe OKHO pefJaKTUPOBaHUsl CCbUIKM OJIHUM U3 CJIeJIyIOLIHUX CIIOCOOOB:
— Bribepute nyHkT KoMaHiHOrO MeHio BeraBka > Ccepuika (cM. Pucynok 101).
— Ha nmanemu uHCTpyMeHTOB, B paszienie BeraBka HakmuTe KHOTIKY ==+ (cM. Pucynok 102).
Ha oro6pasuBILeics aHe BCTaBKU HaXKMUTE KHOTIKY ¢/ CChUIKa.
— IllesiykoM TpaBOM KHONKUA MBIIIM OTKPOMTE KOHTEKCTHOE MEHIO M BBIIIOJIHUTE
KOMaHJly PemakTHpOBaTh CCHUIKY.
— Haxwmure couyeranue knasuil Ctrl+K / #2Cmd+K.
3. B okne PemakTupoBaTth cchLIKy (cM. Prucynok 104) BbIosIHHUTE OJHO U3 CJIeTyIOMINX
e CTBUM:

— B none Aapec ynanute URL ccbuiky.

— Haxmure kHONKY o

4. Haxwmure xkHonky OK.

YToOBl yHaMUTh CCBUIKY C IIOMOIIBIO KOHTEKCTHOI'O MeHIO, BBINOJIHUTE Clleflylollre
JerCTBUS:

1. VcraHoBuTe Kypcop Ha CCBUIKY WJIH BbIJIEJIUTE YaCTh CChUTKU/CCBUIKY IeJTMKOM.

2. lem4koM MpaBO¥M KHOIKW MBIIIA OTKPOWTe KOHTEKCTHOE MEHIO U BBIIIOJIHUTEe KOMaHy

Y)Ja.rme CCBLIKY.

YTo6B! yHaluTh OTHOBPEMEHHO HeCKOJIbKO CCBUIOK, BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. Beimenurte pparmMeHT TeKCTa, B KOTOPOM COZepXaTcCsl JaHHble CChIIKU.
2. IllemykoM mpaBo¥M KHOIKH MBIIIM OTKPOWTe KOHTEKCTHOe MEeHIO U BBIIOJHUTe KOMaHy

YnaauTeh CCBLIKH.

Ecmu Tpe6yeTca YAAJINTh CCBUIKY BMeCTe C TEeKCTOM, KOTOprﬁ ee COAEep’KUT, yaaJIuTe ee KdK

OOBIYHBIHA TeKCT (cM. pa3zen 4.2.10).
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4.2.4 IlepexpecTHBIE CCHLIKH

HGPEKPECTHHH CCbIJIKA — 3TO CCBIJIKA HA 3JIeMeHT, KOTOprﬁ PacIiOJIO’KEeH B npyroﬁ 4aCTH

JOKYMEHTd.

B npunoxenun «MonOduc TekcT» MOXHO c€O3[1aTh CChUIKY Ha 3aroJIoBOK

(cM. pazmen 4.10.6.1), TyHKT HYMepOBAaHHOTO cIMcka (CM. pasmen 4.3.5) WM 3akjafiky

(c™m. paznen 4.2.5).

B Tekymieil Bepcuy TpWIOXKeHUsI HeJOCTyIIHA paboTa C IepeKpecTHbIMH CChUIKaMU

HeroJiep>KMBaeMoro Tuna (CHOCKa, KOHIIeBasi CHOCKAa, pUCYyHOK, Tabiuila, ¢opMysia), CO3IaHHbIMU

B CTOPOHHHUX peJaKTOpax.

4.2.4.1 BcTaBUTBH epeKpecTHYIO CCBUIKY

YToOBI CO3/1aTh NepeKPeCcTHYIO CChUIKY, BBIIOTHUTE CIIeIyIoIue 1eUCTBUS:

1.

YcraHoBure KypCOp B TO MeCTO NOKYMeHTad, Kylld HEO6XO)II/IMO BCTABUTD II€EPEKPECTHYIO

CCBUIKY.

OTkpoiiTe OKHO pabOThI C IePeKPeCTHbIMUA CChUIKAMU OJIHUM U3 CJIeIyIOIIUX CIIOCODOB:

— DBroibepute nyHKT komaHgHOoro MeHI0 BceraBka > IlepekpecTHas cchuIKa

(cm. Pucynok 105).

Bcragka Qopmar  Wecrpymentm  Bug O

B QHm@

oy
\_ﬁ_)

1C

1] '[

wom

By

!l

WzobpaxeHne..,

TekcToBoe none

Durypa

Tabauua...
Dopnyaa...

CI'IE'LI,H-E.ﬂbeIE' CHUMECAE...

Paspeie cTpaHuus
Paspuie pasgena
Howmepa cTpanuy,
KonoHTUTYABI

OrnaeneHne

Couinka...

MepekpecTHan ccpaka...

Ctrl+Enter

Ctrl+K

Pucynok 105 — Komangnoe mento BeraBka
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— Ha nanenu uncTpyMeHTOB, B pazzieiie BeraBka HakmuTe KHOTIKY === (cM. Pucynok 106).

Ha oTobpasuBIielics HaHeJ | BCTaBKU HakMUTe KHOIKY = | IlepeKkpecTHasi cChLIKa.

AabbBE AaB6BBl AaB6BsI" FH v @ v [B
Jaronosok 1 3aronoeok 2 Jaronoe~r 2 . 1
E Mzobpamenne.. ~
EI TekcToBDE NOne
& durypa » |9
EH  Tadawua.. »
@ Dopryna...
E] CneynansHbIe CUMBOABL.., ¥

"H Pazpbie cTpanuue

= Paspbie pasgena

Howepa cTpaML.. >

Q KonoHTuTynm »
OrnaeneHune

(f/j Comnka..,

::(] MepekpecTHaA CCBlaKa..,
'A' Jaknagka...

AB CHocka

[ara
@ Bpenmn

Pucynok 106 — Ilanenb BcTaBku
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3. B okne Ilepexkpectnas ccouika (cMm. Pucynok 107), B BeimajaromeMm croucke Tum
CCBLIKM BbIOEpUTe THUI 3JIeMeHTa, Ha KOTOPhIM OyAeT yka3blBaTh CChIIKA: 3aroJIOBOK,
HymepoBanubIii cmmcok wid 3akjiaanka. Eciu TpebyeTrcsi yCTaHOBUTH CCBUIKY Ha
CHUCTeMHYIO 3aKIaaky (cM. pasmen 4.2.5.3), B HM)KHel YacTH OKHA IOCTaBbTe (JIaskoK

IToxa3aTh cHCTEeMHBIE 3aKJIAIKH.

MepekpecTHan coblka *

Tvn cowakm:

3aronoBok W

CcuinaTecd Ha:

3aronosok 1
3aronoBok 2

3aronoeok 3

BcTaeuTe CCbINKY Ha.

TekecT 3aronoBKa W

BecraBute OTMeHWTE

Pucynok 107 — OxHo IlepekpecTHast cchLiIKa

4. B none CcbuiaTbesi Ha BbIOepUTe KOHKPETHBIN 3/1eMeHT, Ha KOTOPbIHM Oy/ieT yka3blBaTh
cchliKa. B maHHOM mosie aBTOMaTudecku (pOpMHUpYyeTcsl CIIMCOK BCeX 3JIeMeHTOB TOrO
THIIA, KOTOPBIN ObUI BEIOpAH Ha Mpe/ibIyIIeM Iiare.

5. B Bemmaparomniem cnucke BCTaBUTH CCBUIKY Ha YKaXUTe YHCIOBOe WIHM TEeKCTOBOe
3HaueHue NepeKpeCTHOM CChUIKU (cM. Tabmuiy 5). CIMcoK 3HaYeHUN 3aBUCUT OT THIIA
3JleMeHTa, BBIOpaHHOI'O paHee.

6. Haxmute kHONKYy BCTaBHTSE.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 108



MonOdonc

Tao6smna 5 — 3HayeHHs epeKPecTHBIX CCHIIOK

DJieMeHT 3HaueHnue

3aroJI0BOK — Texcr 3arosioBKka — TeKCT 3ar0JIOBKa.

— Homep cTpaHunbI — HOMep CTPaHUIIBI, HA KOTOPOM paclooXeH
BbIOpaHHBIHN 3aT0JIOBOK.

— Howmep 3arosioBka (KpaTKHii) — KpaTKHi HOMED 3aroJiOBKa,
SIBJISIFOIIIETOCSI ITYHKTOM MHOTOYPOBHEBOTO CriicKa. Hampumep, cchiika
Ha 3aroJIoBOK ¢ HoMepoM l.c.ii OyJeT rpefcTaBieHa Kak ii.

— Howmep 3aronoBka (IOJIHBIH) — TOJTHBIA HOMEP 3aTr0JIOBKA,
SIBJISIOLIETOCs ITyHKTOM MHOTOYPOBHEBOTO ciiMcka. Harpumep, 1.c.ii.

— Bele/Hmke — CJIOBO «BBIIIE», €CJIA 3aTOJIOBOK HAXOIUTCS BHIIIIE
MePeKPEeCTHOMN CCHITIKH, UK «HHXKEe», eCJTU 3ar0JI0BOK HAXOIUTCS HIDKE
nepeKkpecTHOH cChiIKU. [TooykeHre 3arooBKa OnpeenseTcs
AaBTOMATUYECKH.

HymepoBaHHBII criicok — Homep cTpaHunbl — HOMep CTPaHUIIBI, HA KOTOPOM pacroioXeH
BBIODAHHBIN IyHKT CIHCKA.

— Howmep 3memenTa cnmcka (KpaTkHii) — KpaTKU HOMep TyHKTa
MHOTOYPOBHEBOTO crivcka. Hanpumep, Homep myskTa 1.c.ii 6ynet
MIpe/ICTaBJIeH KaK ii.

— Howmep 31emenTa criicka (IOJIHBIN) — TTOJTHBIA HOMep MYHKTa
MHOT'OYPOBHeBOTO ciiicka. Hanpumep, 1.c.ii.

— Texcr 371eMeHTa CIIHCKA — TEKCT ITYHKTa CITMCKa.

— Beie/HmKe — CJIOBO «BbIIIE», eCJIN ITYHKT CITMCKAd HaXOOWUTCA BbIIIe
HEPEerCTHOﬁ CCBbUIKH, W «HUXKEe», eCJI ITYHKT CITMCKAd HaXOJUTCA
HHXe HEPEerCTHOﬁ cceinku. ITonoxxenme ITYHKTA CIIMCKa OollpeaesaeTcs
dBTOMaTHU4YeCKH.

3akiagka — Texcr 3axyagku — pparMeHT TeKCTa, Ha KOTOPOM YCTaHOBJIeHa
3akjazika. JlaHHOe 3HaUeHre MOXHO BbIOPATh TOIBKO JIJIS 3aKJIAIKH,
KOTOpas yCTaHOBJIEHA Ha BBIZIEJIEHHOM TEKCTe, a He Ha TIOJIOKeHUH

Kypcopa.

— Homep cTpanunsl — HOMep CTpaHMIIbI, HA KOTOPOM pacroioeHa
3aKyIazika.

— Howmep 31emenTa cicka (KpaTKHii) — KpaTKUK HOMep ITyHKTa
MHOT'OYPOBHEBOTI'0 CIIMCKA, HA KOTOPOM yCTaHOBJIeHA 3aKJIaJIKa.
Hamnpumep, Homep nynkTa 1.c.ii 6ymeT npecrasieH Kax ii.

— Howmep aemenTa cnucka (IOJIHBII) — TOJTHBIN HOMep ITyHKTA
MHOT'OYPOBHEBOTI'O CIIMCKA, HA KOTOPOM yCTaHOBJIEHA 3aKJIaJIKa.
Hanpuwmep, 1.c.ii.

—  Belre/umxe — CJIOBO «BBbIIIE», eCJIN 3dKJIdJJKd HAaXOOUTCA BbIIIIe
HepeKPECTHOﬁ CCBUIKH, WA «HHXXe), eCJIN 3dKJIdJJKd HaXOOUTCs HHXe
HepeKPECTHOﬁ ccpiikd. Ilomoxxenue 3dKJIaIKU OIIpeneseTcsa
dBTOMaTHU4YeCKH.
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Ecmm IepekpeCTHdsd CCblJIKA YCTaHOBJIEHA HEKOPPEKTHO, BMECTO 3HA4YeHHs CCbLIJIKU

oTobOpakaeTcsi CUMBOJT #.

AmnanornuHbIM 06pa3oM BCTaBbTe B JIOKYMEHT JIpyTHe MepeKpecTHbIe CChUIKU.
OxHO paboThI CO CChUIKAMU He OJIOKHMpPYeT paboTy C IJIaBHBIM OKHOM HpuiioXeHus. UToObI

3dKPLITh IdHHOE OKHO, HAX)XMKWTEe KHOIIKY #_B ero 3aroJIoBKe.

4.2.4.2 IlepeiiTu o cChLIKE

YroObbI MeperTH 110 CChIIKe, MIeJIKHUTE 110 Hel, yaepxkuBas HaxkaTou kiasuiry Ctrl / sCmd.

4.2.4.3 OOGHOBHUTBH ITepeKpPecTHbIe CChUIKH

OO6HOBIEHHe TTepeKPeCTHBIX CChIJIOK OCYIIECTBIISIeTCS aBBTOMATHYECKH.

4.2.4.4 I3MeHUTD NepeKpPecTHYIO CCBLIKY

YT0oOBI U3MEHUTH CYIECTBYIOIIYIO IIepeKpecTHYIO CChUIKY, YJaluTe ee TaK, KaK OMUCAHO

HIUXe, ¥ 00aBbTe HOBYIO IlePeKPeCTHYIO CChUIKY TaK, KaK OIMCAHO BBIIIIe.
4.2.4.5 Y 1aauTh nepeKpecTHYI0 CChLIKY

YToOBbl yAalUTh IEepeKpPecTHYI0 CChUIKY, BBbIIEIUTEe ee INeIYKOM MBI U HaXMUTe

kiiaBuily Delete Ha kiaBUartype.
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4.2.5 3axkiaagku

3akianku B npuioxeHud «MonOduc TekcT» aHaIOrM4HBI 3aK/IaJIkaM B OOBIYHOUM KHMUTE.
Onu mnomoraloT OBbICTPO BepHYTbCS K BaXXHbIM MeCTaM B JOKyMeHTe. 3akJIaJIKu MOXXHO
yCTaHABJIMBaTh Ha pparMeHTax TeKCTa, TabJauIlaXx U UX 3jieMeHTax (CTpOKax, CTOJIOIax, suerKax),

M300paKeHUsIX ¥ KOJIOHTUTYJIaX.

4.2.5.1 BcraBUTb 3aKIaiKy

YT06bI BCTaBUTH 3aKIaJKY B IOKYMEHT, BbITIOJTHUTE CIeAyIolIre IeUCTBHUS:

1. YcraHoBuTe Kypcop B TpebyeMoe MeCTO IOKyMeHTa WIH BbljIeJIuTe 00beKT, Ha KOTOPOM
HY>XHO YCTaHOBUTb 3aKJIAJIKY.

2. BpblnonHUTe KOMaH/y BCTaBKH OJIHUM U3 CJIEIIOLIHUX CIIOCOOOB:

— Broibepute nyHkT kKoMaHAHOTO MeHI0O BeraBka > 3akianka (cm. Pucynok 108).

Becraeka @opmar  Wecrpymentm  Bug O

Mzobpaketie...
TekcToBoE None

) @urypa b
BEH Tabawua...

() Mopwmyna...

CneuuansHee CUMEDALL..,

*=  Paspbie cTpanuusl Ctrl+Enter
'= Paspwie pasgena

I Homepa cTpaHuy, »
B KonsoHTumynw r
=: OrnaeneHune

¢ Cconka... Cirl =K

=l [epekpecTHan cColAKa..,

AE  CHocka Ctrl=Alt+F
B fara

(L) Bpems

Pucynok 108 — Komananoe menio BecraBka
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— Ha nanenu uncTpyMeHTOB, B pazzieiie BecraBka HakmuTe KHOTIKY === (cM. Pucynok 109).

Ha oro6pasuBineiics maHe/y BCTaBKU HAXKMHUTE KHOIIKY || 3aKJiaaKa.

IS
H [ (@) =,

Mzobpamenne.. ~

AaboBe AaB06BBl AaB6Bell ...

Jaronosok 1 3aronoBok 2 Jaronog~e 2

11

TekcToBOoE None

Durypa ¥

TaGavua... ¥

Dopyaa..

e B & HE

CrneynansHbIe CUMBOAbB.., ¥

"/ PaspuiB cTpaHUL

= Paspuie pasgena

Howmepa cTpanud,.. »

@ KonoHTUTY AL »
OrnaeneHue

(,{/j Ceoranka...

=] NepekpectHan ccoinka..,

] Jaknagka... L}

AB CHocka

Oata
@ Bpenn

Pucynoxk 109 — Ilanenb BcTaBku

3. B okne 3akiagku (cMm. Pucynok 110), B ose BBojja yKaXkvTe Ha3BaHUe 3aKyIafku. HazBanue

HOBOM 3aKJIa[KU He JI0JDKHO COBINAAAaTh C HA3BAHUSIMU CyHIeCTBYIOIINX 3dKJIdIOK.
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3aknagkm >

Jaknagka 1 > l

CopTupoBaTs:

0 no MMeHK no NopagKy

(nycto)

MNokazaTe cUCTEMHBIE JaknagkKu

OTMmeHa

Pucynok 110 — Okno 3aknagku

4. HaxmuTe KHOIKY vwm wiauilty Enter Ha kiaBuarype (cm. Pucynok 110).

3aktajika 1ob6aBUTCs B cicok (cMm. Pucynok 111).

Jaknagkm >

HazeaHwe Jaknagki

CopTupoBats:

0 no MMeHK no NopagKy

3aknagka 1

MokazaTe CMCTEMHBIE JaKknagkii

OTMeHa

Pucynok 111 — 3akiazika mob6aBieHa
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5. 3akpouTe okHO 3akyamkH. [[js sToro HaxkmuTe KHOMKY OTMeHa WIHM KHOIKY 3 B

3aroJIOBKe OKHa.
AmnanmorndHbiM 06pa3oM 106aBbTe B TEKCT APYTHe 3aKJIAKH.

4.2.5.2 OTo0pa3uTh 3aKJIaIKU

Yrobbl 0TOOpa3WTh 3akiafKy B JIoKymeHTe (cM. PucyHok 112), BkimtounTte oTtobpaxkeHue

HelevyaTaeMbIX CUMBOJIOB (CM. pazzen 4.3.1).

B.koHie.3TOro-npenn mKEHHﬂ-}-'craﬂaﬁnEHa-aama,u,HéI‘

Pucynok 112 — OTobpakeHne 3akagku

4.2.5.3 Iloka3zaTs cuCTeMHEIe 3aKJIaJJKH

[Ipu co3maHuu mepeKpecTHON CChUIKH (CM. pasfen 4.2.4) Ha 3aTOJIOBOK WJIM HyMepOBaHHBIH
CIIMCOK B JJOKYMEHTe aBTOMAaTWYeCKH CO3/IaeTCsl CUCTeMHasl 3akyajKka. Hampumep, eciu co3maercs
repeKkpecTHasi CChulka Ha 3aroioBoK 1, To 3arosioBok 1 CTAaHOBUTCS CHUCTeMHOW 3aKJIafKOM.

Cucremurble 3adKJIaZIKK OTMEeYdlOTCA B OOKyMeHTe HelleddTdeMbIMHW CHUMBOJIAMH, dHAJIOTUYHBIMU

OOBIYHBLIM 3aKJIagKaM — T T
YTo6b! YBUIETh BECh CIIMCOK CUCTEMHBIX 3aKJIa/I0K, BBIIIOJIHUTE CllelylolIye JeCTBUS:
1. OTtkpoiiTe OKHO 3aKJIAIKU OJTHUM U3 CJIeJIYIOIIHUX CIIOCOOOB:
— Bribepute nyHKT KOMaHHOTO MeHIO BeraBka > 3akinaaka (cMm. Pucynok 108).
— Ha nanemu uHcTpyMeHTOB, B paszierne BeraBka HakmuTe KHONKY “*= (cM. Pucynok 109).
Ha orobpasuBiiieiicsi maHemy BCTaBKA HA)XKMUTe KHOIIKY .| 3aKJIaKa.
2. B oxue 3akmaaku (cm. PucyHok 113) mocraBbTe dumakok Iloka3aTh cucCTeMHBbIe

3aKJIaIKH.
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Jaknageu >

CopTipoBaTs
no UMEeHK O ro nopagky
_Refd25118467
Jaknagka 1
_Refd46696928
Jaknagka 2
_Ref89095482

_Refb7378152

MokazaTe CcUCTEMHBIE 3aKNAKKW

OTtmMeHa

Pucynok 113 — OxHo 3aknamku

CucreMHbIe 3dKJIaIKH1 OTO6pa>KaI-OTC5I B OJHOM CIIMCKe C 3dKJIdAKdaMH, YyCTdHOBJIEHHBIMHU
BPY4YHYIO. Pabora ¢ cucteMHBIMH 3dKJIdIKAaMU OCYHIeCTBJIACTCS dHAJIOTUYHO pa60Te C OOBIYHBIMHU

3adKJ/IaJIKaMHU.

4.2.5.4 IlepeiiTH K 3aKjagKe

Yrobbl mepedTHM K 3aKjajike, YCTAHOBJIEHHOM B [IOKYMeHTe, BBIIIOJIHUTE OAHO W3
CJIeYIOIUX JIeNCTBUM:

— BoibepuTe nyHKT koMaHAHOTO MeHI0 BeraBka > 3akianka (cm. Pucynok 108).

— Ha nanenu uHCTpyMeHTOB, B pasfeiie BecraBka HaxkmuTe KHOIKY = (cM. Pucynok 109).

Ha OTO6paBI/IBH_IEI‘/’ICSI IIaHeJIn BCTABKU HA’KMUTE KHOIIKY .| BaKJIaHKa.

OTkpoeTcst OKHO 3aKJIQIKU CO CITUCKOM 3aKJIaiok (cM. Pucynok 114).
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3akJ1aIki MOXKHO OTCOPTUPOBATH B CIIUCKe CIIeAYIOUIMMHU CII0CO0aMMU:
— 10 MMEeHH — COPTUPOBKAa 3aKilafiok o andasuty (ot A no ). JaHHBII cniocob

COPTHUPOBKHA BI)I6paH 110 YMOJIYaHHIO.

— 10 NMOPAJAKY — COPTHMPOBKA 3aKJIAJIOK B TOPsSIKe KX PACIOIOXEeHUs B JIOKyMeHTe

(cBepxy BHHU3).

Bribepute B crucke HavMeHOBaHHe TpeOyemoil 3akianku. Kypcop mepemecturtcst B TO

MECTO JOKYMEHTd, Hd KOTOPOM yCTdHOBJIeHad 3dKJId[JKd.

Jaknageu >

HazeaHwKe 3aknagkn

CopTupoeaTh

O no vmenn no NopAgKyY
Jaknagka 1
Jaknagka 2
Jaknagka 3

MNokazaTe CMCTEMHBIE Jdknagkia

OTmeHa

Pucynok 114 — Okno 3aknagku

4.2.5.5 IlepenMeHOBaTh 3aKJIAAKY

YroObI ITeperMeHOBaTh 3aKJIaJIKy, BBIIIOJIHUATE CJle[lytollye 1eHCTBUSL:
1. OtkpoiiTe OKHO 3aKJIaAKU OJJHUM U3 CJIeIyIOIINX CII0OCOOOB:
— Bribepute nyHKT KOMaHHOTO MeHIO BeraBka > 3akinaaka (cMm. Pucynok 108).
— Ha nanemu uHCTpyMeHTOB, B paszieiie BcraBka HakmuTe KHOIIKY =+ (cM. Pucynok 109).

Ha otobpasuBiiielicst maHejid BCTaBKA HAXKMHUTE KHOTIKY .. 3aKJIafgKa.
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2. B oxue 3akmamgku (cM. PucyHok 115) HaBemuTe Kypcop MBI Ha 3aKJIaJIKy, KOTOPYIO

TpebyeTcs IeperMeHOBaTh, U HAXKMUTE KHOTIKY & (PeakTHpoBaTh 3aKjIaiKy).

Wms cucreMHoM 3akiiajiku (cM. paszen 4.2.5.3) JO/DKHO HAuMHATBCS C CUMBOJIA
5\

b
fwi HYDKHETO ITOMYEPKUBAHUS — € ).

3aknagku >

CopTupoEaTh

O no vmenn no NopAgKY
Jaknagka 1 ﬁ%@
Jaknagka 2
Jaknagka 3

MokazaTe CcUCTEMHBIE 3aKNAKKW

OTtmMeHa

Pucynok 115 — IleperimeHoBaHMe 3aKIaJIKU

3. PemaxTupyiiTe Ha3BaHMe 3aKJIa[IKU U HAXXMUTe KiiaBully Enter Ha kiaBuatype.

4. 3akpoiiTe okHO 3akjaagku. s 3Toro HaxkmuTe KHONKY OTMeHa WIM KHOIKY X B

3dI'0JIOBKe OKHa.
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4.2.5.6 YmanuTh 3aKJIagKy

YT10oO6B! YAINTh 3aKJIAJIKy, BBITOIHUTE CIeAyIoIIye IeHCTBUS:
1. OrtkporiTe OKHO 3aKJIaAKH OJHUM U3 CJIeAYIOIIMX CII0CO00B:
— BribepuTe nyHKT KOMaHHOTO MeHI0 BeraBka > 3akiaaka (cMm. Pucynok 108).
— Ha nmanemu uHCTpyMeHTOB, B pasziernie BeraBka HakmuTe KHOTIKY ==+ (cM. Pucynok 109).
Ha oTob6pa3suBiieiics naHeIu BCTaBKA HAXKMUTE KHOIIKY .. 3aKJIagKa.
2. B oxne 3akianku (cM. Pucynoxk 116) HaBeguTe Kypcop MBIIIM Ha 3aKJajiKy,

KOTOPYIO TpeByeTcs yAaauTh, U HaxkmuTe KHOMKY [ (YIaauTh 3aKIaaKy).

3aknagen >

Hazeanwme Jaknagkiu

CopTHpoEaTh

O o umenn no NopALKY
Jaknagka 1 & @L\\)
Jaknagka 2
Jaknagka 3

MokasaTe CcUCTEMHBIE 3aKnagkia

OTmeHa

Pucynok 116 — Y nanenue 3akyiajiku

3. 3akpoiTe OKHO 3JakjJdagku. g 3Toro HaxxmMure KHONKY OTMeHa WIM KHOIIKY X B

3dIr'0JIOBKe OKHa.
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4.2.6 CrierimajibHBIE CHMBOJIBI

CHeL{I/IaJIbHLIe CUMBOJIbI — O3TO CHMBOJIbI, KOTOPbIX HET Hd KJlaBUd4TYype. HaanMep,
MaTeMdThU4YeCKHe OIlepaTOpHhl, J:[I/IHF6aTbI, 3Haku BamoT. WX MOXHO ,I[O6aBI/ITb B JOKYMEHT C

IIOMOIIBIO ITaHeJIN 6bICTpOﬁ BCTAaBKH CIIeIICMMBOJIOB MJIK OKHA CIIE].II/IaJIbeIE CHMBO.IBI.

4.2.6.1 ITanenb OBICTPO¥ BCTAaBKH CIIEIICHUMBOJIOB

YTOOBI OTKPBITh MaHEeJIb OBICTPOM BCTABKU CIEIICUMBOJIOB, BBIIIOJIHUTE OJHO U3 CJIETYIOIUX
IeUCTBUM:
— Ha nanenu uHCTpyMeHTOB, B pa3feie BcraBka HaXMHTe KHOIIKY (CnenuajibHbIe

cuMBOJIbI) (cM. Pucynok 117).

AabbBs AaBoBBl AaB6BsIl .. [+« Qlv o

Jaronoeok 1 Jaronceck 2 Jaronceck 3 L

- 3, — =

Yo Y% Ty A
= = + - = = =
HepaspweHmid npoben Ctrl+5Shift+5pace
HepazpbieHbii geduc Ctrl+5Shift+(-)
Kopotkoe Tupe Cerl+Mumi(-)

Bonblwe cMMEDNDE,.

Pucynok 117 — [Ianenb ObICTPO¥ BCTaBKU CIIEIICUMBOJIOB

— Ha mnaHenmu wuHCTpyMeHTOB, B pasjaeie BcraBka HaxMuTe KHOMKY -===. Ha

oToOpa3uBIIECS TIaHeIM HaBeJuTe KYpPCOpP MBIIIM HAa CTPeJKy CIpaBa OT KHOIKA

CroenuanbHble CHMBOJIBI (cM. PucyHok 118).
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AaboBel Aabo0BeE AaB6Bel AaB6Bsll ... @\. @ v .

OB bl b 3aronoeok 1 3aronoeok 2 3aronog~ =

Crinm E Wzobpaxerne.., ~
E[ TekcToBOoE None
&) ourypa >
H Tabauua... »
C‘j Dopnyna...
E CneunantHbie CUMBOBL.., >
© B p Yo U ‘u'r § h
- o "= Pazpbie cTpaHULp
v % — w Y A
| -
= Paspuie pazgena
# = T - = = =
Homepa ctpadud,. >
. B @ KonoHTuTy.e >
HepazpoiBHbA npoben Ctrl+5hift+5pace
. - OrnaeneHne
HepaspoiBHbil geduc Ctrl+5hift+(-)
KopoTtrkoe Tvpe Ctrl+=MNumi-) (:-J Comanka...
=1  TMepekpecTHan ccoinka...
Bonblue CUMBONDE.., .
1) Jaknagka...

Pucynok 118 — [lanenb ObICTPO¥ BCTaBKU CIIEI[CUMBOJIOB

YT0OBI BCTAaBUTH CIIEIICUMBOJI, BBITIOJIHUTE OHO U3 CJIeyIOIINX J1eWCTBUM:

— DBribepute cuMBON M3 Habopa IpeAyCTaHOBJIEHHBIX CUMBOJIOB. [Io Mepe pabGoThl C
IIPUJIOXKeHHeM IIpelyCTaHOBJIeHHble CHMBOJIbBI MEHSIIOTCSI Ha CUMBOJIBI, J10OaBJIeHHbIe
[oJib30BaTejleM B JOKYMeHT C TnoMomiblo oOkHa ChemuaibHbIe CHMBOJIBI
(cM. paspen 4.2.6.2). Ilpy HaBemeHWM Kypcopa MBIIIM HAa CHMBOJI OTOGpaskaercs

Ha3BdHHe BbI6paHHOI‘0 JJIs1 Hero H_IpI/ICl)Ta.

[Ipu BcTaBke K CUMBOJIy HpUMeHsieTcsl MPUPT Tekcra JokymeHTa. Ho eciu
mpudT TeKCTa He TIOAJIepXKMBaeT I3TOT CHMBOJI, TO IIPUMeHSeTcCs HIpUQT,

BbIOPAHHBIH 10JTb30BATENIEM.

— Bruibepute nyHkr HepaspsiBublii npobes, HepaspreiBHbiii fnedpuc wii Koporkoe

THpe, eciii TpeOyeTcsl BCTaBUTb COOTBETCTBYIOIIWI CUMBOIL.
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4.2.6.2 OxHo «CreninajibHBIC CHMBOJIBI»

YTo06BI OTKPBITb OKHO Cneunam,m,le CHMBOJIBI, BbLIIIOJIHUTE OAJHO H3 CJIeJYyromux

JeUCTBUMH:
— DBoibepute mnyHKT KkoMaHAHOro MeHI0 BcecraBka > ChoenmajibHble CHMBOJIBI

(cMm. Pucynok 119).

Beraeka @opmar  Wecrpymednts Bug 06

MzobpaxeHne...

2]
TekcToeoe none

& Owrypa .
BEH Tabawua...

Dopyaa...

9] CI‘IELI,HE..I'II:HI:IE CHMEBQNBL...

Pucynok 119 — [IyakTt komangHoro MeHio CrenuajbHbie CHMBOJIBI

— Ha nanenu uHCTpyMeHTOB, B pa3feiie BcraBka HakMuTe KHOIIKY (CnenuajibHbIe
cumBoJIbl) (cM. Pucynok 120). Ha nmanenu 6pICTpoii BCTaBKU CIIEIICUMBOJIOB BbIbepuTe

ITYHKT Bosbiie cCMMBOJIOB.

Aab0BB AaB0BBl AaB6Bsll .. [« @ Qlv o
L1l 1

Jaronosok 1 3aronoeok 2 Jaronoeok 3 =

v % — wm Y ° A
# = * - x = =
HepaspmeHsii npoben Ctrl+Shift+5pace
HepazpmeHsii geduc Ctrl+Shift+{-)
KopoTkoe Tupe Ctrl+=Mumi(-)

Bonbwe cumBonoE... b

Pucynok 120 — [IyskTt Bosabiiie ciMB0JIOB
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— Ha nanenu uHCTpyMeHTOB, B pasfieiie BecraBka HakMuTe KHOIKY === (cM. Pucynok 121).

Ha OTO6paBPIBIIIe1>1c5[ IaHeJIM HA’)KMUTE KHOIIKY CIIEIII/IaJIbeIE CHMBOJIBI.

AaBboBE AaBEoBrl AaB6Bsl

3aronoeok 1 3aronceok 2

Pucynok 121 — Knonka CnenpanbHBIe CHMBOJIBI

Jaronos~

|
&

ey
ph)

M B @-

306 pakeHne..,

TekcToeoe none

Durypa

Tabauua...

Dopmyna..

'CI'IELI,ME,ﬂbeIF_' CUMBONK... [:}

s
, 1 Q
>
>

— Ha nanenmu uHCTpyMeHTOB, B pasfiesie BcraBka HaxMuTe KHOIKY === (CM. PucyHok 122).

Ha oroOpasuBiielics naHenu HaBeUTe KYPCOpP MBIIIM HA CTPeJKY CIIpaBa OT KHOIIKU

CnemuanbHabie cuMBosIbl. Ha maHeny ObICTPOM BCTaBKU CIIELICMMBOJIOB BblOepuTe

ITYHKT Bojbine ciMB0JI0B.

AaBoBel AaB6Br AaBoBBl AaB6BsI!

Obl4HbI A 3aronosok 1 3a

Crunan

HepaspbieHwin npoben
HepaspbieHwii aeduc

KopoTkoe Tipe

Boablie cMMBOAOE. ..

s

Ctrl+5hift+5pace
Ctrl+Shift+(-)

Ctrl+MNum(-)

I

ronceck 2 Jaronog=~-?

&

I:';:J

) @ &

ac

0 @& ar

[=]
- E

Wzobpamerue...

TekcToBOE NOae

Durypa

Tabamua..

Dopmyna...

CI'IE'LI,MEﬂhHhIE' CHMBOQbL...,

Pazprie cTpannys
Pazpwie pasaena
Homepa crpanny,.
KenoHTUTYNM

OrnaeneHue

Ccmnka...
MepekpecTHan copka..,

Jaknagka...

Pucynok 122 — [lynkTt Bosabiie ciMB0JIOB
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Oxno CnenmaibHBIe CHMBOJIBI (CM. PrcyHOk 123) copepxuT cienyroiire MHCTPYMEHTHI:

CI'IELIMEJ'IbeIE CUMEONBI >'<
X0 Thames v bykeonogobHele CUMBOALI A NUMERQD SIGN
~ HKHukom: U+2116
No ™ Q)
] 1 (11 LL) 1
—_— — L] 1 T ¢
... %o < > / 0
—
] -~ - - - ] o ~ L
T
. P ~ ~ — - . " o ” KO Thames
\ . No N2 No
q N  Ne  Ne
No Ne Ne
A I —_ v

3aKpthh OKHO Nocne BCTaBkKK CMBONAE OTmeHa

Pucynok 123 — Oxno CnenquajibHbIe CHMBOJIbI

Brimagaromuii crivcok Jyis Beibopa mpr¢Ta CrielicCMMBOJIA.

Brimagaromuii cnivcok /ijisi BeIOOpa IPyNIbl U KaTeropuu cumBojia. Eciy mpudt He
MIO/IJIeP>KMBaeT CUMBOJIBI TPYIIIBI KaTerOpyii WM KaTeropyu, TO OHa He 0TOOpaXkaeTcs B
CIIMICKeE.

CumBonbl. [lo ymomuaHuio BblfieNisieTcss IepBbIi CHUMBOJ BbIOpAHHOM KaTeropuu.
KaTeropum oTnenstorcs Apyr OT pyra 4epToi.

Ha3zBaHue BbI/ieJIeHHOI'O CUMBOJIA Ha QHTJIMMCKOM SI3BbIKe.

Kop BeienienHoro cuMBosa B cucteme Unicode.

HauepraHue BbI/IeJIeHHOTO CUMBOJIA.

[IpudT BBIIEIEHHOTO CUMBOJIA.

BapuaHTh! Ipyrrx HauepTaHWW BbIJIeJIeHHOT'O CUMBOJIA.
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Yto6bl BCTaBUTH CUMBOJI U3 OKHA CrenpajbHbIe CHMBOJIBI, BBIIIOJIHUATE CIIAYIOIMe
JerCTBUS:

1. Bribepure mpudrt criericuMposia. BeI6op ocy1iecTBisieTcsl aHaJIOTUYHO BBIOOPY IpUdTa
B IVIaBHOM OKHe IpWIOXKeHus (CM. pa3zen 4.3.2.2).

2. Bribepute kateropuro cuMBoJia. BBIOOp OCYyIIEeCTBIsIETCS aHAJIOTHYHO BHIOOPY HIpUdTa
CIeIICUMBOJIA.
YcraHoBuTe Kypcop B TO MeCTO JOKyMeHTa, Ky/la HeoOXOJJUMO BCTaBUTb CUMBOL.

4. BcraBbTe CUMBOJI OJTHUM U3 CJIeIYIOIINX CIIOCOOOB:
— BroigenuTe ciMBOJI IBOMHBIM IIETIKOM MBIIIIH.
— BbienuTe ciMBOJI OTHUM IETYKOM MBIIIN U HAXMUTE KHOTIKY BCTaBHTS.
— BreigenuTe CcMMBOM OJHMM MIETYKOM MBI KW HakmuTe kiaBuiry Enter wmm

IIpo6esn Ha KIaBUATYype.

Ecmm tpebyetcsi, 4TOOBI OKHO 3aKpbIBAJIOCh aBTOMATHUYEeCKH, MOCTaBbTe (UIa’KOK 3aKPBITh

OKHO Imocjie BCTaBKH CHMBOJIA.

YTo0bbI 3dKPbITb OKHO CIIBIII/IEUII)HI)IE CHUMBOJIBI BDYYHYIO, HA)KMUTE KHOIIKY OTMena mm

KHOIIKY B 3ar0JIOBKe OKHa.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 124



MonOdonc

4.2.7 Texymas maTa wia BpeMs

B mo60e mecro HOKYMeHTd, 3da MCKJIF0UeHUueM KOJIOHTHUTYJIOB, MOXHO BCTABUTH TEKYIIIYIO

JaTy WU BpeMsl.

YToOBI BCTAaBUTD B IOKYMEHT TEKYIIYIO ATy, BLITIOJHUATE CIeIyIoIIe JeHCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOAUMO BCTaBUTh TEKYIIyIO IaTy.

2. BrolimonHUTe KOMaHIYy BCTaBKH OJTHUM M3 CJIEIYIOIIUX CIIOCOOOB:

— Bribepute myHkT koMaHgHOTO MeHI0 BeraBka > Jlata (cM. Pucynok 124).

Becraeka @opmar  Wecrpymentm  Bug  Of

Mzobpakerue...
TekcToeoe none

) @urypa b
BEH TabBawua...

M)  Dopmyna..

CreunansHee CUMECAEL...

' Pazpeie cTpaHWLE Ctrl=Enter
‘= Paspwie pasaena

H#  Howmepa cTpatuy, 3
H KosoHTumyaw *
=: OrnaeneHwne

¢ Ccoinka.. Crl+K

=l [lepekpectHan ccouka...

[]  3Zaknagka...

AE  CHocka Ctrl+Alt=F
= [lara

() Bpemn

Pucynok 124 — Komangnoe mento BeraBka
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— Ha nmanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOTIKY “*° (cM. Pucynok 125).

Ha oTo6pasuBIieiics naHeIM BCTAaBKY HAXXMUTe KHOMKY [+ JlaTa.

AaBoBe AaB6BBl AaB6Bell ... @v @ v

3aronosok 1 3aronceck 2 3aronog~*

@ Wzobpaxerne... ~

E[ TekcToBoE None

-:‘}' Durypa ¥ Q

[ Tabauua... >

(’j Dopmyna...

CneunanbHbie CUMBABL.., ¥

= Paspeie cTpaHuLpl

= Paspuie pazgena

Homepa cTpadul,. ¥

@ KonoHTuTyne ¥
OrnaeneHne

(_::' Coonka...

=1  NepexpectHan ccbika...

'A- 3aknagka...

AE CHocka

[3 Hata
O Bpewma

Pucynok 125 — Ilanenb BcTaBkU

YToOBI BCTAaBUTH B IOKYMEHT TeKylllee BpeMs, BHIIIOIIHUTe ClleyIollye NeHCTBUS:
1. VYcraHoBuTe Kypcop Ha TO MeCTO, KyZia HeOOXOIUMO BCTaBUTh TeKyIllee BpeMsl.
2. BbInonHATe KOMaHy BCTaBKU OJIHUM U3 CJIeyIOIUX CIIOCODOOB:
— BribepuTte myHKT KoMaHjHOTO MeH0 BeraBka > Bpems (cM. PucyHok 124).
— Ha mnasemu wuHCTpyMeHTOB, B pasfieile BcraBka HaxkmuTe KHOIKy -°*. Ha

0TOGpa3HBIIIeiCs MTaHe BCTABKH HAKMUTe KHOTIKY (- Bpems (cM. Pucysok 125).

BcraBngemble maHHble SBASIOTCS CTaTUYHBIMH, TO eCTb He OOHOBIIAIOTCS IIprU U3MEHEHHUH

(baKTI/I‘-IECKI/IX JAaTbl 1 BpEMEHHU.
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4.2.8 IIpoBepka MpaBoOIMHCAHUS

HpI/IJ'IO)KEHI/Ie ((MOI;'IO(I)PIC TexcT» MOXXeT aBTOMaTHYeCKH IMpoBepsATb TEKCTbl Ha PyCCKOM U

AHTJIMKACKOM SI3bIKEe Ha HaJIn4ue Op(l)OFpa(l)I/I‘IECKI/IX ¥ I'PAMMAaTUYECKUX OIIHOOK.

4.2.8.1 IlpoBepka opporpadpuu

YToOb! OTKIIOYUTH WIM BKJIIOYUTH IIPOBepKy opdorpaduu, BbIOepuTe ITyHKT KOMaHIHOIO
MmeH!0 MHcTpyMenTHI > IIpaBomicanue > IlpoBepka opdorpaduu (cm. PucyHok 126).
BxitoueHne M OTKJIIOYeHHE pexuma IpoBepku opdorpadum NpUMeHsIeTCs TOJIbKO K

TeKyleMy NOKYMEeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThIe JOKYMEHTHI.

WMHcTpymentss Bug  OBwwi goctyn  Cnpaeka

MpaecnucaHwe P v [lpoeepka opdorpadun
HacTpaveasmei chosaps Mpoeepka rpaMMaTiiig
[ | S~

Pucynok 126 — Komananoe mMeHio MHCTpyMeHTBI

[Ipunnunb! npoBepku opdorpadun:

— CnoBapb npoBepku opdorpadpuy BeIOMpaeTcsi aBTOMaTUYeCKH 110 SI3bIKY [IepBOTO CJIOBA
B abzarte.

— KpacHoii BonmHUCTOM JTMHUEN TOAYepKUBAIOTCS:
— CJIOBA, OTCYTCTBYIOIIME B BHIOPDAHHOM CJIOBApe;
— CJIOBa, cojiepxaiie opdorpadudeckre OIMOKY.

— Ilpu BHeceHMM HU3MEHEHHWM B TEKCT JIOKYMEHTA 3aIllyCKaeTcsl MOBTOpHAsl IpPOBepKa

opporpadum.

4.2.8.1.1 Haiitu opdorpaduueckue ommoxku

st 6picTpOrO moucka CIoB ¢ opdorpadpuueckuMy OIIMOKaMHU UCIIO/Ib3yWTe coyeTaHUe
wiapuil Alt+F7 / ~Option+F7. Ilpu mnepBom Haxatuu Alt+F7/~<~Option+F7 B Tekcre
BbIZIEJISIeTCs TIepBOe HalJieHHOe CJI0BO C opdorpadudeckoit omrOKoH, MPH KaXk/I0M MOCIeTyIoleM
Ha)aTUX — CJIOBO C OLIMOKOM, Clefytolllee 3a Bbl/leJIeHHBIM.

[Torck ommbOK BBHIIONHSETCS OT TeKyIlero MoJIOKeHHs Kypcopa [0 KOHIa JokyMmeHTa. Ilo

OKOHYaHHHU JOKYMEHTa ITIOMCK CJIOB C OnIMOKaMu OCYIIIEeCTBJIAETCHd C Ha4a/la JOKYMeHTad.
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4.2.8.1.2 cnpaButs opdorpaduyeckue ommoKku

Ecm B ciioBe HaiieHa omubka, ucripaBbTe ee. [[jis 3TOro BBINOJIHWATE ClleJlyIOIye
JIerCTBUS:
1. IlomectuTe KypCcOp MBI Ha CJIOBO WJIM BBIJEJIUTE CJIOBO, KOTOpOe IOAYEepKHYTO
KpPaCHOM BOJIHUCTOU JIMHUEN.
2. Illemykom 1paBOM KHOIIKYU MBIIIA OTKPONTE KOHTEKCTHOE MEHIO.
3. B KOHTEKCTHOM MeHIO BblOepUTe NpPaBW/IbHBIM BapuaHT HAIMKMCAHUS AAHHOTO CJIOBa

(cMm. Pucynok 127).

Awmbxra s

cluwbra
olnbra
wrbka

A wwbka

Jo6aewTe B cnoBape

MponycTute

[ Bcrasuts Ctrl+V
BcTaEwTe ToNbKD TekCT

BeTaeuTe vz Bydepa obumena r

¢ BCTABWTb CCBAMKY...

Pucynok 127 — [IpoBepka nipaBonvcasus

Ecmm OJId  BBIAEJIEHHOI'O0 CJIOBA OTCYTCTBYIOT BdPHUAHTHI IIPABWIBHOI'O HAIIMCAHUS, B

KOHTEKCTHOM MeHI0 0ToOpakaeTcst Haquuch HeT mpennoxeHuii.

4.2.8.1.3 Ypanuts noguepKuBaHue CJI0B

YT1o06b!I M36€XaTh MOUepPKUBAaHUsI CJIOB, PACIIO3HAHHBIX MIPUIOXKeHHeM Kak opdorpadudecku
HeBepHble, BHECUTe JIaHHbIE CJIOBa B HACTpaMBaeMbIW CJIOBAaph (cM. pa3nen 4.2.8.2) wim nobaBbTe B
CIMCOK UTHOPUPYEMBIX CJIOB.

YT10o6B! JO6ABUTH CJIOBO B CIIUCOK UTHOPUPYEMBIX, BBIIIOJIHUTE CIIe/IyIOIIye IeHCTBUSL:

1. TlomectuTe Kypcop MBIIIM Ha CJIOBO WIM BBbIIEJIUTE CJIOBO, KOTOpOe MOJYepKHYTO

KpaCHOM BOJIHUCTOU JIMHUEH.
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2. lllenkHuTe MO HeMy MPaBOM KHOIKOW MBIIIM U BBIIOJIHUTE KOMaHIy KOHTEKCTHOI'O

MeH1o IIponmycTuts.

[Ipu BbINOJIHEHWU JAaHHOM KOMaHIbI MOAYEepKUBAHME CJIOBA KPACHOW JIMHUEN IPOIajiaerT.
Ecnu cioBo BcTpedaercss B JIOKYMeHTe HECKOJIbKO pa3, TO HM3MeHeHUsl IMPUMEHSIIOTCS IJis BCeX
MIOBTOPEHM C y4eToM perucTpa. Takue U3MeHeHHs] COXPAHSIOTCS B paMKax OJHOM ceccuu paboTbl
c ToKyMeHTOM. [Ipy OBTOPHOM OTKPBITUM JIOKyMeHTa CHOBA 3aIlyCKaeTcsl IpoBepka opdorpadpum.

B citydae omrbo4HOro nprMeHeHUs KOMaH/Ibl BEpHUTECH K MPebIIyIIeMy COCTOSIHUIO IpU
oMoty komaH/ibl IlpoBepuTh npaBonucanue. /[jist 3TOro BLIIOJIHUTE CIeAYIOIINe JIeUCTBUS:

1. TlomecTuTe KypcOp MBIIIN Ha CJIOBO WX BbIJIEJIUTE CJIOBO IEJIUKOM.

2. lllenkHuTe MO HeMy MPaBOM KHOIKOW MBIIIM U BBHIIOJIHUTE KOMaHIy KOHTEKCTHOTO

MeHIO HpOBepI/ITB IIpaBOIIMCAHHE.

4.2.8.2 HacTrpauBaemsblii CJ10Baphb

Yro6bl u30exaTb IOAYEpPKUMBAHWS OTHENbHBIX CJIOB B TeKCTe (Halpumep, WMeH
cobCTBeHHBIX, aOOpeBUaTyp, ClielIMaIbHBIX TEPMUHOB U T.JI.), MOKHO BHECTH UX B HaCTpaWBaeMbIi
CJIOBaphb.

[lepen Hauanom paboThl CO cioBapeM ybeAuTech, YTO B MPUJIOKEHUH BKJIIOUEHa MpOoBepKa

opdorpaduu (cm. paznen 4.2.8.1).

4.2.8.2.1 [lobaBUTH C10BO B C10Baphb

B cnoBapp MOXXHO 100aBIISTH TOJIBKO OTAeNIbHBIe cioBa. JlobaBieHue CII0BOCOYeTaHUN He
JIOITyCKaeTCsl.

[Tpu nobaBneHuu cioBa B CJIOBapb y4YMTHIBaeTCs peructp. Eciam ciioBo mwuiercsi Kak co
CTPOYHOHM, TaK MU C 3arJlaBHOM OYKBBI, peKoMeHAyeTcsi No0aBUThb B CJoBapb 0bOa BapuaHTa
HaIlMCaHUA JIaHHOTO CJIOBaA.

YTo6b! N06ABUTH CIOBO B HAaCTpPaWBaeMbIl CJIOBaph IPSMO M3 TeKCTa, LIeJIKHUTe 110 HeMy
[IPaBOY KHOIIKOM MBIIIH U BBITIOJTHUTE KOMaHy KOHTEKCTHOTO MeHIO [l00aBHUTH B CjI0Baphb.

Yrob6bl [106aBUTH HOBOE CJIOBO HEINOCPeACTBEHHO dYepe3 CaM CJIOBapb, BBIIIOJIHUTE
ClleflyIolye 1elCTBUS:

1. Bribepure nyHKT KomaHaHoro MmeHio HMHcrpymenTtsl > HacTpamBaemsblii cji0Bapb

(cMm. Pucynok 128).
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WMuctpymentsr Bug  OBwwmia oo

Mpaeocnucanue r

HacTpaweaemblil choBaps
MzmeHnTE A3bk...

PegakTop MakpokomaHg

Pucynok 128 — Komangnoe mento MHCTpyMeHTBI

2. B okne HacrpauBaemsblii ciaoBapb (cM. Pucynok 129) BBeaute ciioBO, KOTOpOe

HEeoOXO0AMMO JI00ABUTH B CIIOBaphb.

B " Hacrpaweaemblid cnosape >

‘ MoiiOdnd X

(Mycro)

MoaknoYnTe lNotoBo

Pucynok 129 — Oxno HacrpauBaemslii cJI0Bapb

3. HaxmuTe KHOIIKY vy kiaBuiry Enter Ha kiaBuarype.

4. Haxwmure kHONIKY ['0TOBO, YTOOBI 3aBEPIIUTH PEIAKTUPOBAHHUE CJIOBAPS U 3aKPBITh OKHO.

4.2.8.2.2 Ilogk1109UTH CTOPOHHHE CJIOBApH

YToOB! paclIMpUTh 3amac CJIOB, JOCTYIIHBIM B TEKCTOBOM pe/laKTOpe, MOXHO IOAK/IIOYUTH
cropoHHue cioBapu B ¢opmate DIC. [l storo B guanoroBom okHe HacTpauBaemsblii cii0Baphb
HaxxmuTe kHONIKY Ilogkmiounts (cMm. Pucynok 129). B oTkpriBiIeMcst okHe $ailyioBOro MeHei»xepa
BbIOepuUTe Paiin ¢ pacmrpenreM *.dic ¥ HOXXMUTe KHONIKY OTKPBITS.

[To 3aBeprieHny conepxuMoe daiia 0ToO6pasUTCs B HaCTpaMBaeMOM CJIOBape.
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4.2.8.2.3 YaanuTh CJI0BO U3 CJIOBaps

Panee mobaBieHHOe CII0BO MOXKHO YAAJIIUTb U3 HACTPaBAeMOTI'0 CJIOBAPAI.

YT0O6BI YAAJIIUTh CJIOBO C IIOMOIIBIO HMHCTPYMEHTOB OKHa HaCTpaI/IBBEMBIﬁ CJI0OBAPb,

BBITIOJTHUTE CJIeYIOITHe TIeUCTBUS:

1. Bribepute myHKT kKOoMaHgHOTO MeHI0O MHcTpymenThl > HacTpamBaemslil ClI0Baphb

(cm. Pucynok 128).

2. B okne HacrpauBaeMmblii CJI0Bapb HaBeJuTe KYpCOP MBIIIM Ha CJIOBO, KOTOpPOe

HeoOXO0MMO yIaJIMTh U3 CJIOBaps, U HAXKMUTe KHONKY Y aiauTh (cM. Pucynok 130).

3. Haxwmure xHoriky I'oToBo, 4TOOBI 3aBepIINTh pelakTHPOBaHUe CJI0Bapsl ¥ 3aKPbITh OKHO.

B | Hactpaweaemeld cnoeape

MobiOdc

MogknouynTs

¥nanuTh
fil

N

loToBo

Pucynok 130 — ¥V ganenue ciioBa U3 ciioBaps
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YtoObl ymanuTh CI0BO 6e3 mepexofa B OKHO HACTpaMBaeMoOro CJIOBaps, IIEJIKHUTE II0
JJAHHOMY CJIOBY IIPAaBOM KHOIIKOM MBIIIM HENOCPe/ICTBeHHO B TEeKCTe W BBIIOJIHUTE KOMaHJy

KOHTEeKCTHOI'O MeHIO YI[aJII/ITI) H3 CJIOBApA.

4.2.8.3 IIpoBepka rpaMMaTHKH

YToOb! OTKIIIOYUTH WM BKIIIOUWTH IIPOBEPKY I'PaMMaTHKH{, BblOepUTe IIYHKT KOMaHIHOTO
MeH!0 MHcTpyMenTs! > IIpaBomicanue > IlpoBepka rpammaruku (cM. PucyHnok 131).
BxitoyeHre Y OTKJIIOYeHMe peXXrMa IIPOBePKM TI'PaMMaTUKH IIPUMEHSIeTCSl TOJbKO K

TeKyleMy NOKYMEeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThIe JOKYMEHTHI.

WMHcTpymentss Bug  OBwwi goctyn  Cnpaeka

MpaecnucaHwe r Mpoeepka opdorpadui
HacTpaveasmei chosaps Mpoeepka rpaMMaTiii
j 'u‘ D T LN N

zmMeHWTE AZBIK. ..

PegakTop MakpokomaHg

Pucynok 131 — Komangnoe mento MHCTpyMeHTBI

[TpyHIMIIBI TIPOBEPKU IPaMMAaTHKHU:

— SI3bIK IpOBEPKU rpaMMaTHKU BbIOMpaeTCsl aBTOMaTU4YeCKH 110 IIepBoy OykBe ab3ara.

— IIpoBepka rpamMmaruku 3amyckaetcs nocie Haxxkatus kiaaBuiiu IIpo6esn win Enter npu
YCJIOBUY, YTO IIPe/IJIO’KeHre 3aBepllleHo.

— lIpensnoskeHure c rpaMMaTAYeCKOM OIMOKOM MOJYepKHUBAETCs CHHel BOJTHUCTOM JIMHUEH.

4.2.9 ITouck u 3aMeHa JaHHBIX

B JAHHOK BepCrr IIPpHUJIOXEeHHs IIOMCK M 3daMeHd [JdHHBIX BBIIIOJIHAETCA II0 BCeMy

COJIeP’)KUMOMY JOKYMEeHTa, KpoMe CHOCOK (CM. pa3zen 4.2.2).

YTOOBl OTKPBITH IAHEeIb MOWCKAa U 3aMeHbl JAHHBIX B JIOKYMEHTe, BBIIIOJIHUTE OJHO U3
CJIeYIOIUX JIeNCTBUM:

— Boibepute nyHkT koMmanaHoro meHto IIpaBka > Ilouck (cm. Prucynok 132).
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Mpaeka Bcraeka @opmar  MWactpyments  Bug O

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl+Y

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r

£ KonuposaTh dopMaTWpoBaHWe Ctrl=Shift+C
MpumeHUTE GopMaTHoBaHNE Ctrl+Shift+V
BmaenuTk BCe Ctrl+&

) Mowck Ctrl+F

Pucynok 132 — Komananoe mento IlpaBka

— Ha 6okoBol naHen HaXKMUTe KHOTIKY () (ITouck u 3ameHa) (cM. Pucynok 133).

— O *
- +
AT A Tr
b Qv L-E-1-] L2} L2}
AbB3ay CTuamn Bcraska ~
-
W
- L + 100% b

Pucynok 133 — Knonka Ilouck u 3ameHa
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— Haxwmure coueranue kiasuiia Ctrl+F / #Cmd+F.

Ha nanenu ITonck u 3amena (cMm. PucyHok 134) npy He06XOIMUMOCTH YKaXKUTe ITapaMeTphbl
IIOKCKA U 3aMeHbl JAHHBIX:
1. Pa3Bepnute IlapamMeTpbl HAX)KaTHEeM Ha KHOIIKY .
2. VYkaxure O0aacTh IOMCKA JAHHLIX:
— Bech AOKyMeHT — BBIIIOJIHUTH [IOMCK BO BCEM JIOKYMEHTe, BKJII0Yasi KOJIOHTUTYJIbI
(cm. paznen 4.10.2).
— be3 KOJMOHTHTYJIOB — BBIIOJIHUTH IIOMCK BO BCEM JOKyMeHTe, 3a HCKJIIOUYeHHeM

KOJIOHTHUTYJIOB.

-2 [lowck u 3ameHa Q

3aMEHWTR JaMeHWTe BCe

MapameTpi N

Cr:.'-.’li'”: AoWCKa:
O Beck gokyment

Bea KONOHTUTY.NOB

DunbTpb:

YUWThIBATE PErMCTR NPW NoWcke
Toneko CNOBa LEAMKOM

YUWTEIBATE PETVCTR MPW 3aMEHE

Pucynok 134 — [lapamerps! orcka

3. OtMmetbTe dprnakkamu Tpebyemble PHUIBTPHI:
— Y4uuThIBaTh PerucTp IpPH NOHCKe — BBIIOJHUTH ITOMCK C Y4eTOM 3arylaBHBIX U
CTPOYHBIX OYKB B ICKOMOM TeKCTe.
— Toubko cil0Ba meJIMKOM — HaWTH TOJIBKO Ilejible CJIOBA, a He TeKCT, KOTOPBIA

SIBJISIETCS] 9aCThIO JIPYrOro CJIOBA.
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— YuuThIBaTh PerucTp IPH 3aMeHe — BBLIIOJIHUThL 3aMeHy C y4eTOM 3arjlaBHBIX U
CTPOYHBIX OYKB B HaiileHHOM TeKcTe. [Ipumep: B TekcTe JOKyMeHTa HeOOXOIUMO
3aMeHUTb CJI0BO doe2oBop Ha ciioBO koHmpakm. Ilpu aTtom ciioBo dozoBop moxet
ObITh HAIIMCAHO KaK CO CTPOYHOM, TaK U C 3arjlaBHOM OyKBBHI (HallpuMep, B Hadajse
npemiokenus). [loctaBbTe ¢uiakok YYHTHIBATH PErvucTp NPH 3aMeHe, YTOOBI
€110B0 d02060p €O CTPOYHOM OyKBBI 3aMEHWJIOCh Ha CJIOBO KOHMPAKM CO CTPOYHOU
6ykBel, a cioBo /Jo2o6op c 3aryiaBHOM OYKBBI 3aMeHWIIOCh Ha cjioBo Konmpakm c

3aryiaBHOM OYKBBI.

Perucrp y4uTeiBaeTcs TOJIBKO 11 [IEPBOI'0 CUMBOJIA B HAWIEHHOM CJIOBe.

4. Caepuute IlapamMeTpsl HOXKaTHeM Ha KHOIIKY #.

YrtobBI HAUTH OdaHHbIe B JOKYMEHTe, BbIIIOJIHHUTEe CJIeAYyIoIiue HEﬁCTBHH:

1. B none HaiiTu BBeuTe naHHbIe 11 norcka (cMm. PucyHok 135).

2. HaxmuTe KHOIIKY n vy kiasuiry Enter Ha kiaBuarype.

=2 [lowck u 3ameHa Q

JaMeHNTE JamMeHWTL Beoe
Pucynoxk 135 — JlanHble i1 1ovcka

CoBmnajieHusl TIOJICBETSTCS B TEKCTe JIOKYMeHTa M OTOOpassiTcs B BHUE CIIMCKA Ha IaHesd
ITouck u 3amena (cMm. Pucynok 136).

Hap crivickoM pacrionoxkeHsb:

— KHOIIKU v U ~ — [peIHa3HauYeHbI JIJIsI lepeMellleHusl 0 CITUCKY COBIAJIeHUH;

— CUYETYMK COBIIJIEHUM — OTOOpakaeT MOPS/IKOBBIM HOMep BbIOPAHHOTO COBMAIEHUS U

o0b11Iee KOJIMYeCTBO COBITAIeHUIM.
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Takoke mepemeInaTbCsl IO COBIIAJIEHUSIM B CITMCKe MOJKHO, BBIJIENISAS WUX IMEeTYKaMU JIEBOH
KHOIIKM MBI, BpibpaHHOe cOBMajieHHWe BbIIeJiIeTCsl KOHTPACTHBIM >KeIThIM I[BETOM B CTPOKe

CITMCKa U B TeKCTe NOKYMeHTa.

= [lonck v 3ameHa Q

Y nyxomopbs 1y0 3eiéHbIiH (0OTPBIBOK
H3 mo3Msl «Pycian u JIronMuna»)

P 3ameHnT 3amMeHWTL Bce
¥ nykomopes Jy0 3e/BHbII; SamermTy AMEHITE

3narad Lelb Ha Oy0e TOM:

H nHEM M HOYBIO KOT Y48HBIH MNapawmeTpel ™
Bcé xomuT no nenu KpyroM;

WMnéT HanpaBo — MecHb 3aBOOMT, von CoenapeHue 1 u3 6
HaneBo — CKasKy rOBOPHT.

TaMm 4Yy/eca: Tam Jellidil OpoIuT, Tam uygeca: Tam fewnin Dpogut,

Pycanka Ha BeTBSAX CHAMT;
Tam Ha HeBe[lOMBIX IOP OXKKaX
Cﬂeﬂbl HEBHIAHHLIX 3Bepeﬁ; Tam Ha HEBELOMBIX LOROXKaX
M30y1Ka TaM Ha KyPbHX HOMKaX Mabyluka Tam Ha Kypbiix HOXKax
CTouT Oe3 OKOH, Oe3 IBepeH;
Tam nec u gon BHOeHWHA MOJHEL;
Tam o 3ape IPUXJIBIHYT BO/THEI Tam o 3ape NPUXALIHYT BONHLI
Ha Oper nec4aHbIi H YCTOH,

M TpUOUAaTh, BUTA3El NpeKpacHbIX

Upeoii U3 BOJ, BLIXOJAT ACHBIX,

M c HUMU [9BKA WX MOPCKOI;

Tam uyaeca: Tam newnii 6pogwr,

Tam nec v 40N BUWAESHWA NOAHBL

Crpanvua 1wz 1 = L + 00% v

Pucynoxk 136 — HaiiienHble coBnazieHus

[TapameTprl MoOMCKa MOXHO MeHSATb B Iipollecce paboThl C coBHafeHUssMU. CIHCOK
COBIIaJIEHUI IIPY 3TOM OOHOBIISIETCS aBTOMAaTUYEeCKHU.
YToObl 3aMEeHUTH COBIAJIeHHs, HalJleHHble B JIOKyMEHTe, BBIIIOJHUTe Cllefyollye
JIerCTBU:
1. B crpoky 3amenuts Ha (cM. PrucyHok 135) BBefuTe faHHbIe /Jis 3aMeHbl WU OCTaBbTe
110JIe IIyCTBIM, eCJIA TpebyeTcsl yAaIuTh Hal/IeHHOe COBIIaJIeHue.
2. 3ameHHTe COBIIaJIeHUs OTHUM U3 CIIeIYIOLIUX CIIOCOOO0B:
— Haxwure kHONIKy 3aMeHHTH, YTOObI 3aMEeHUTD BblJleJIeHHOe COBIIaJleHue.
— Haxwure KkHONIKY 3aMeHHTh Bce, YTOObI 3aMeHUTh OJJTHOBPEMEeHHO BCe HalJeHHble

COBIIaleHH<].
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YTobObl 3aKpBITh TAHENb IMOMCKAa W 3aMeHbl JIJaHHBIX, BBIIOJHUTE OJHO W3 CJIeTyIOIIUX
JIeiICTBUN:

— B BepxHeii yacTy naHeIu HAXKMUTE KHOIIKY —#.

— Ha 6okoBo# aHeau HaXKMUTe KHOTIKY Q (ITouck u 3aMeHa).

— Haxwmure knaBuiry Esc Ha kiiaBuaType.

4.2.10 Yaanenue Tekcra

YToObl yHanuTh U3 TeKCTa OAWH WIA HEeCKOJIbKO CHMBOJIOB, BOCIIOJIb3YWTeCh OOHUM U3
CJIeJIyIONIMX CIIOCOOOB:

— VYcraHoBuTe Kypcop IOCjie CUMBOJIOB, KOTOpble Tpebyercs ynanutsk. [Ipu pabore B OC
Windows / OC Linux ymamuTe CHMBOJIBI NOC/Ie[JOBAaTeNIbHBIM HaXKaTheM Ha KJIABUIITY
Backspace, npu pabote B OC macOS — Ha kiaBuiity Delete.

— VYcraHoBuTe Kypcop [0 CHMBOJIOB, KOTOpble Tpebyercsi ynamuth. IIpu pabore B OC
Windows / OC Linux ypamuTe CHMBOJBI [10C/Ie[JOBaTeJIbHBIM Ha)XkaTWeM Ha KJIaBUIIY
Delete, npu pabotre B OC macOS — mocienoBareibHBIM Ha)kaTHEM COYETaHUsI KJIABHIII

Fn+Delete.

YTo6B!I yJaNnUTh YacTh CJI0BA MM CJIOBO, BOCIIO/IB3YUTECh OJTHUM U3 CIIeJlyIOIIHUX CII0COOO0B:

— VYcraHoBuTe Kypcop Iocjie YacTH CJI0BA WM CJIOBA, KOTOpoe TpebyeTcst yaanuTthb. [Ipu
pabore B OC Windows / OC Linux Haxxmute couyetanue kiasuin Ctrl+Backspace, npu
pabore B OC macOS — #Cmd+Delete i ~~Option+Delete.

— VYcraHoBuTe Kypcop 10 YacTH CJIOBa WJIM CJIOBA, KOTOpoe Tpebyercst yaanuThb. [lpu
pabore B OC Windows / OC Linux HaxmuTte coderaHve kiasuil Ctrl+Delete, npu

pabore B OC macOS — #Cmd+Fn+Delete viiu ~Option+Fn+Delete.

YT1o6b! yHanuTh GparMeHT TeKCTa, BHITIOJHUTE CIIeIYIOIIe IeHCTBUS:
1. Boigenurte TpeGyembiii pparmMeHT.
2. Ilpu pabote B OC Windows / OC Linux HaxkmuTe kiaBuiiry Delete win Backspace, ripu

pabote B OC macOS naxxmute kiiaBuiry Delete v coueranue kiaBuill Fn+Delete.
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4.3 dopmaTHpOBaHHEe TEKCTa

4.3.1 HenmeuaTaeMEIe CHMBOJIBI

Heneuaraemble CHUMBOJIBI — 3TO YCJIOBHble CHMBOJIbI (HOPMATHPOBAHUS, KOTOpbIe
WICIIOJIb3YIOTCSL JIJISl OPTaHU3alMK COJEePXKUMOT0 JIOKyMeHTa, HO He 0ToOpakaroTcs 1pu edatu. Mx
M0JIe3HO OTOOpaXkaTh MPU peIaKTUPOBAHUM JIOKyMeHTa, YTOObl M30exxaTb, Halpumep, ABOWHBIX
1po6eJioB B TEKCTe.

YToOBbI BKJIIOYWATH OTOOpakeHWe HeledaTaeMbIX CHMBOJIOB, BBHITIOJIHUTE OJHO W3
CIIeVIOIIUX NeUCTBUMA:

— Bruibepute nyHkT KoMmaHaHOro MeHio Bua > HemeuaTaemMble CHMBOJIBI

(cMm. Pucynok 137).

Bvg OBwwi goctyn  Hagctpoi

NuHelika

HeneyaTaemMble CHUMBOAL
Pexcm npezeHTaLmmn
MacwTab L4

MaHens HHCTPYMEHTOE r

Pucynok 137 — Komananoe muio Bup

— Ha manenmu wHCTpyMeHTOB, B paszeiie A63am Hakmute KHOTNKYy 9| (HemeuaTaembie

cuMBOJIbI) (cM. Pucynok 138).

At sy = = = = v
AaBboOE!
& w 11E W = 4= _‘E[ w C|'|' OBBIYHBIR
Ab3ay CTiam

Pucynoxk 138 — Paznen manesnu nuHcTpymeHTOB Ad3arg

Heneuataembre CHUMBOJIbI, KOTOPbIE HUCIIOJIb3YKOTCI B TEKCTOBOM peldKTOpe, IMpeaCcTaBJIEeHbI

B Tabmnuiie 6.
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Taoiuna 6 — HerreuaTaeMbie CHMBOJIBI

IIpumep cuMBoJIa B TEKCTe 3HaueHue

Lorem.ipsum-dolor-sit-amet,-consectetur-adipiscing-elit,.se | IIpoGen

labore-et.dolore-magna-aliqua.-Ut-enim-ad-minim.veniam,-

Lorem.ipsumf Kowerr a63ara
dolor.sit.-amet,

consectetur”

Lorem - ipsum-dolor-ssit —» amet, »consectetur —» Tabynsamus

» elusmod -» temporincididunt - ut -» labore

Lorem-ipsum.’ PaspeiB cTpoku
dolor.sit-amet, ¢
consectetur,!

Pa3phbiB cTpaHuIibl

JlC

PaspniB pasnena

a]C

[IpuBs3ka:

— TabJIMIIbI, IUIsE KOTOPOM HACTPOEHO
K3 oOTeKaHKe TeKCTOM;

— U300paKeHUS;

— durypsl

T 3akJagka

4.3.2 lllpudTe! ¥ cTHIN

[Tpu paboTe C TeKCTOM UCIIONB3YIOTCS CTUJIeBOe U IpsiMoe GopMaTHUpOBaHue.

CruneBoe ¢opmatupoBaHve — 3TO 0QOpPMJIeHHe OJHOTHUIIHBIX 3JIeMEHTOB TeKCTa
(3aroJI0BKOB, OCHOBHOI'O TE€KCTa, IPUMEPOB U JIp.) C IOMOIIbI0 CTHiIeld. CTuieM Ha3blBaeTCss Habop
napameTpoB $bOpMaTUPOBAHUS: HayepTaHWe M pa3Mep HIpudTa, BhIpaBHUBaHUE TEKCTa, ab3alfHble
OTCTYTIbI, MEeXCUMBOJIbHBIA WHTepBall ¥ T.A. Hanpumep, s odopmiieHHss OCHOBHOT'O TeKCTa
vcrnosnb3yetcs: cTuib O0braubi. [Ipy co3maHuy HOBOTO JIOKyMeHTa 3TOT CTWIb MO yMOTYaHHUIO
MIPUMEHSeTCS KO BCeMY TeKCTY.

[Ipsmoe ¢dopMaTtvpoBaHMe 3aK/IOYaeTCsl B NMPHMeHeHHWUW IapaMeTpoB (GOpPMaTUpPOBAHMS K
MPOU3BOJILHBIM (dparMeHTaM U ab3aram Tekcra. lIpsimoe ¢opmaTHpoBaHHe HCIIOJIb3yeTcs B

CO4YeTaHHH CO CTHJIEBBIM Cl)OpMaTI/IpOBaHI/IeM.
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4.3.2.1 Ctiian Tekcra

Haznauenuwe cTuas II03BOJISET 6bICTp0 IIPpUMEHATh OOWMHAKOBOE (l)OpMaTI/IpOBaHI/Ie JJIsL
Ppa3HbIX (l)paFMeHTOB TeKCTd, Hallpumep, O(l)OpMJISITb 3dI'0JIOBKH PA3HBIX ypOBHEﬁ, CCBbUIKHM U JPp.
,HJ'ISI O(l)OpMJ'IEHI/IH TEeKCTa MOXHO HCIIOJIb30BaTh KaK IIpeayCTaHOBJIEeHHbIe CTHUJIM, TdK W CTWIIH,

CO3/IaHHbIE BPYYHYIO.

4.3.2.1.1 BeiopaTts cTHiIb

ITo ymosnyaHuio Ipy CO3@HUU IOKYMeHTa UCIOJIb3yeTcsl CTUIb O0bIuHbIN. CTUIb TeKCTa
MO>XHO U3MEeHUTH C TIOMOIIIbIO TaHeI HUHCTPYMEHTOB WM OKHA OBICTPBIX JIeMCTBUM.
YT06BI U3BMEHUTH CTUJIb C IIOMOIIIBIO ITAaHEeJIM UHCTPYMEHTOB, BBIIIOJIHUTE CJIe/TyIOlue 1eMCTBUSI:
1. VYxaxure ¢pparmMeHT TeKcTa, Jisi KOTOPOro TpedyeTcst U3BMEeHUTDb CTUJIb:
— YroObl WM3MeHUTb CTWIb [y OJHOro ab3alja, yCTaHOBHUTE B Hero Kypcop WM
BBIJIEJIUTE ero IeJINKOM.
— YroObI U3MEHUTH CTUJIb HeCKOJIbKKX ab3alleB, BbIIeJIUTe UX [IeJIUKOM.
2. Ha manenu uHCTpyMeHTOB, B pasnesne Ctuiam Bbibepute TpeOyeMblil CTWIb U3 CIMCKA
oToOpakaeMbIX CTWIEH WM HAXMUTEe KHOIIKY “°* U BblOepuTe CTWIb U3 BBIIA/IAIOIIEro

criicka (cm. Pucynok 139).

AaBoBe = AaB0B1 AaB0BE AaBoBsl AaB6BsI |...|

blutHbIf Jaronosok 1 z !

AaBoBelTInEeEek33Unii |

DBbIYHBIK

Crinm

gasﬁBmmEeﬁémm
{aaBﬁBmmEeﬁmaam

AaBoBreI'TIgEeEeH0x3s ik

3aronosok 3

AaB6BaeI'rInEek ém3 ik

3aronoeok 4

AaB6Bel'rIaEeléHm3sHulliaKL

3aronosok 5

+ Cozaare HOBRIA CTWUAB

Pucynok 139 — Cnincok crumnen
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YT0OBI M3MEHUTH CTWIIb C IIOMOIIBIO OKHA OBICTPBIX AeHCTBUM:
1. Yxaxure ¢pparmMeHT TeKcTa, yist KOTOPOro TpebyeTcs U3BMEeHUTD CTUJIb:
— YroObl KW3MeHUTHb CTWIb AJI1 OJHOrO ab3ala, yCTaHOBUTe B Hero Kypcop WU
BBIJIEJIUTE ero IeJINKOM.
— YTOOBI U3MEHUTh CTUJIb HECKOJIbKUX ab3alleB, BbIJEJIUTe UX LIeJIUKOM.
2. OTkpoiiTe OKHO OBICTPBIX JEUCTBUN OHUM U3 CJIeAYIOIIUX CIIOCOOOB:
— DBruibepute nyHkT komaHaHoro MeHio CnopaBka > BeicTpele melicTBHS

(cm. Pucynok 140).

Cnpaeka F1

JemoHETpaUMA HOBBIX BO3MOMHOCTEN

BricTpme gefcTENA Ctrl+f

Pucynok 140 — Komangnoe menio CripaBka

— Haxwmure couyeranume kiiaBumm Ctrl+/ nmpu pabore B OC Windows / OC Linux wim
coderanue kiaBuil $£Cmd+/ npu pabote B OC macOS.
3. B oxne 6bicTpBIX feiicTBuii (cM. PucyHok 141) BeiGepuTe TpeOyeMbli CTHUIIb OJTHUM U3

CJIeTyIOIIMUX CIIOCODOO0B:

[ Mowox achcrans |

~* (OOBIYHEIHA
3arososok 1
JaronoBok 2
3aroJIoBoK 3
3aronoeok 4
3aronoBoK 5
HA3BAHHUE J10...
IModzazonofox
KonosTuTyn

CHocKa

Pucynok 141 — OkHO OBICTPBIX AeUCTBUIA
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— HaynuTe BBOOWTHL Ha3BaHWe CTWJI B CTpOKe Toucka. Korma TpeOyeMblii CTWIb
0TOOpa3UTCs B pe3ysbTaTaX IIOUCKA, BbIOEPUTE ero C MOMOIIbIO MBI WX KJIABUIII
KJIAaBUATYPHI:

e [llenkHUTe 110 CTPOKE CTWIS JIEBOM KHOIIKOW MBIIIIH.
e Brijenure CTPOKY CTHIISI C TIOMOIIBIO KJIABUII KiaBUATypbl CTpesika BBepX U
Crpenka BHU3 U HaXkmuTe KiaBuily Enter.

— HpOKPYTI/ITe CIIMCOK KOMadH/ 0 KOHIIA. B 670ke ctunen e/ 19KOM MBIIIN BbI6epI/ITe

TpeOyeMbIi CTHIIb.

4.3.2.1.2 Co3maTh CTUIb

[Tpunoxxenve «MoitOduc TexkcT» nOANEpKMBaeT BO3MOXHOCTb CO3[]aHUSI CTWJIS Ha
OCHOBaHUM (pOpMaTHMpPOBAHUS BBIJIEJIEHHOTO TEeKCTa WJIM TeKCTa, B KOTOPOM pacCIIOJIOXKeH KypCop.
HoBbl1i1 cTwiib co3p1aeTcs ¢ npeycTaHoOBIIeHHBIM uMeHeM «Ctumb 1», «Ctunb 2» U T. 1.

J171s co3naHust HOBOT'O CTWJISL BBIIIOJIHUTE Clle[lytolye NeHCTBUS:

1. Ilpumenure TpeOyemoe <¢opMarvpoBaHWe K CJIOBYy WIA ¢parMeHTy TeKCTa

(cMm. Pucynok 142).
2. Bolpenure aHHOE CII0BO/(pparMeHT WM II0CTaBbTe B HETO KypCop.
Ha nanenu uHcTpymMeHTOB, B pasfiene CTHIM HA)XKMUTe KHOIIKY °*°.

4. B HWXHeN 9aCTU BBITIAJIAOIIETO CIUCKA HakMUTe KHONIKY + Co31aTh HOBBIH CTHWIb.

£
I:
I
<
1}
11
il
I
.
£

- AaB6Be = AaB0B1 AaB6Bs AaB6Bel  AaBGBsl .|

i v &« e == HY T 4| ook 3aronoeok 1 — 4
AB3ay CTian . -
AaboBeI'TIaEeEEA K33 uli
O6bI4HbI i
AaBo6BaI'T/InEeE &M x331
3aronceok 1
«MoHO®HC TeKCT» — YIOOHBIH peJakTop Of padoThl C TeKCTOBBIMH
IOKYMEHTaMH Jilo0 0il CIOMHCHOCUL. .. .
AaB0BBI'T/INEeE&Hx331nl
3aronoceok 2

AaB6BsI'rInEeEe HOn33HnlTinK
3aronceok 3
AaB6Belr/IgEel éim3:HullitKxk]

AaBoBel'rIpEeE i Hm3sHulli KL
3aronceok 5

|+ Co3aate HOBLIA CTWAL

Pucynok 142 — Co3ganue HOBOTO CTUJTIS
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CoszmaHHbBIN CTHIIb 0TOOPA3UTCs B BhIMajiatoneM criucke (cM. PucyHok 143).

JocTynHO co3aHuve CTwied Ha OCHOBe HyMepoBaHHBIX (1., 2.,

CO3[IdHHUH TAKOI'O CTUJIA CXeMa HyMepaluu 6y11€T BKJIIO4YeHad B CTHIJIb.

AaB6Bel'tIaEeEié a3z ulliKelL

JaronoBok 5

AABBBBITIJIEEE!

Ha3paHwe JOKYMEHTS

AaB6B6I=/18EeE e nec3aHuH iKw/In

Mog3aronoBok

AaEﬁEB-Fr',[[,.:EEEE}KHE.sHuF]ﬁI{RJ'[:tMMHHD
KonoHTHTYN

AaB6BelrAnEeEeKxIsMuHaKelnM

AaB6B6I2/T0E eE &inc33Huli

CTine1

+ Co3gate HOBLIA CTWAB

Pucynok 143 — [lonb3oBaTenbCkuil CTUITh

4.3.2.1.3 PenakTHpOBaTh CTHIb

3. ...) 3arosioBKoB. [Ipu

[TapameTps! popmMaTHpOBaHUS JTFOOOTO CTUIISE MOXXHO U3MEHUTh BPYUYHYIO.

YTtobBI U3MEHUTH CTHWJIb, BBITIOJIHUTE CJIeayIolire IeHCTBUS:

S A

Brinienite pparmMeHT TeKcTa, K KOTOPOMY IIpUMeHeH TpeOyeMblii CTHIIb.
BHuecuTe HeobxonuMbie n3aMeHeHUs B opMaTupoBaHue (cM. PucyHok 144).
Ha nanenu uHCcTpymMeHTOB, B pasnesie CTHIM HA)KMUTE KHOIIKY === .

B BbITIaIdlOIIEeM CIIMCKe HaBeJuTe KYypCOp MbIIIHK HAa Ha3BdHHUE 3TOro CTWIAd H

HaXXMUTe KHOTIKY = (OOHOBUTH CTHJIb 110 BEHIOpAHHOMY (pparmMeHry).
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HBMeHeHI/Iﬂ, BHeCeHHble B CTWUJIb, dBTOMATHUYeCKH IIPDUMEHAI0TCA KO BCeM (bpaFMEHTaM

TeKCTad, K KOTOPbIM IIpUMeHeH IIQHHBIN CTUJIb.

£

=
I

£
I
11
il
11
=

— " AaboBel AaB6B1 AaB6Be AaBoBsl = Aab06B6 |...|

O6bI4HbI# 3aronoceok 1 —

I»
£
ks
£
il
£
T
|

lil

I
£

|

AB3ay CTram -
AaBoBel'rIaEek k3 HulTiKel

3aronoBoK 5

AABEBBBIT/JIEEE]

Ha3pahwe JokKyMeHTa
«MoiiOguc Texcm» — ydobHblil pedakmop dna padomsi ¢ mexkcmoGsiMu
DOKYMeHmaMU 110001l COHCHOCILL . .
AaB6B8Is/]oE ek EM nc3sHuM iKr/Ia

Moasaronceok

AaBaBsll r,[[;EeEé)K)ichHuﬁﬁl{ml'[:[MMHHD

Konortimyn

AaB6BelrInEe EEx3aMulaKxaM

AaB6B6I2/I0E eE édnc3zHuli
Crune 1 b [}]j[

+ Co3aath HOBLIA CTUAL

Pucynok 144 — KHonku peJJakTHPOBaHUS U YaJIeHUsI CTUIIS

4.3.2.1.4 Y nanutrb CTWIL

[Ipu HEoOxomuMocCTH J1I0O0W CTHIIb, CO3JJaHHBIM BPY4YHYIO, MOXHO yAQIWTh. [ljist 3TOTO
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:

1. Boigenurte pparMeHT TeKCTa, K KOTOPOMY ITPUMeHEeH TpebyeMbIi CTUIIb.

2. Ha naHenu UHCTPyMeHTOB, B pa3fesie CTHIH HAXKMUTE KHOIIKY -=:.

3. B BbImajaroIieM ClycKe HaBe[UTe KYpCOP MBI HAa Ha3BaHHWe 3TOT0 CTWIS U HAXKMUTE

kHOINKY [ (Y aaJuTh cTHIB) (CM. PucyHOok 144).

ITocne yaajieHusda CTUJId KO BCeM Cl)paFMEHTaM TeKCTad, OCl)OpMJ'[eHHbIM B JaHHOM CTHIIe,

npuMeHsieTcss OOBIMHBIN CTHIIb.
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4.3.2.2 llpudr

[Io ymonyaHuiO T1IpU CO3MAaHUM JOKyMeHTa B npuioxeHun «MoiOduc Tekcr»
ucnosnb3yercs mpudTt XO Thames.

Y1oOBl OBICTPO M3MEHUTH HIPUQT, BHIIOJIHUTE CIleyolue JeHCTBHUS:

1. Beigenurte Tpebyembiii pparMeHT TEKCTa.

2. Ha manenu uncTpyMeHTOB, B pa3zene IllIpudT (cM. PucyHok 145) mienkHUTE TI0 TOJTIO C
Ha3BaHMeM TeKylIllero mpugra.

3. HaunuTe BBOOUTH Ha3BaHWe HY>XHOIO LIpudTa. B BhINagaromiem crnucke orobpasurcs
CIIMCOK IPUQPTOB, COOTBETCTBYIOIIXX YCIOBUIM ITOMCKA.

4. Brpibepute TpeOyeMblii MIPUPT C IIOMOLIBIO MBIIIX WIK KJIaBUII KJIAaBUATYPBHI:
— [IesnkHuTe 110 Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.
— BeblgenuTe Ha3BaHWe MIPUQTA C IOMOIIBIO KJIABHUII KJIABUATYpbl | U T U HaXXMUTe

kiaBuily Enter.

Popmat  WHcTpymenTe  Bug  OBwwid goctyn  Cnpaeka
C ﬁ w é | X0 |:| ‘-"| 14 -
D C & XO Oriel L

Mpaeka

X0 Onied Condensed

Pucynok 145 — [Touck mpudta

YTo6b!I BEIOpPaTh MIPUPT M3 ITOJIHOTO CIMCKA MPUQPTOB, BHIIIOJIHUTE CIIeyIOIIUe JeHCTBU:
1. Beigenure TpeOyeMblii pparMeHT TeKCTa.
2. Ha nanenu uHCTpyMeHTOB, B pa3zese IIpu¢T HaXkmMUTe KHOIIKY ¥ CIIpaBa OT Ha3BaHUs
Tekymiero mpr¢Ta (cMm. PucyHok 146).
3. B BeImaparomiem crvcke BbiOepuTe TpeOyeMblil HIPUPT C MOMOIIbIO MBIIIY WK KIaBHUII
KJIaBUATYPBI:
— [llesnkHUTE IO Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.
— BroienuTe HazBaHue mIpUPTa C TOMOIIBIO KJIABUII KJIAaBUATYphl | U T U HaXXMHTe

kiaBuily Enter.
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Bvg OBwwid goctyn  Cnpaska

é [K‘DThames v.| 14 v AT AT =
Q v/ XO Thames s “A v £ T
Ab3ay
Carmarant
PT Astra Sans
PT Astra Serif
PT 5ans
PT Serif
X0 Caliburn

X0 Courser

X0 Oriel

X0 Oniel Condensed

X0 Tahion

Pucynok 146 — [lonHbIii crivcok mpudToB

7. Pexomennyercs ucrosnb3oBaTh mpudThl cemeiictBa XO, 94ToObI COXpaHATh GOPMATHPOBAHHE

""" JIoKyMeHTa IIpU ero OTKPHITHH B IPYTHX ONePAlMOHHLIX CHCTeMaX.
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4.3.2.3 Pazmep mpudra

YT0o6b! MI3MEHUTh pa3Mep MIPUQTA, BBHIIOJIHUTE CIIeAyIOLe 1efCTBUS:

1. Brinenute Tpebyemblii pparMeHT TeKCTa.

2. Ha nanenu uHcTpyMeHTOB, B paznese IlIpudT HaxkMuTe KHONIKY v CIpaBa OT pa3Mepa
Tekymero mpugTa (cm. Pucynok 147).

3. B oTKpBIBIIEMCS CIIHCKe BBIOEpUTEe HeOOXOIUMBIN pa3mep mpudTa.

Eciu Heobxoaumoro pa3mepa HeT B CIMCKe, 3a/laiiTe ero Bpy4Hyto. Jliis aToro:

1. Ha manenu uHCTpyMeHTOB, B pasfene IIIpudT BeimenuTe Tekylee 3HaUeHHe pa3Mepa
mpudra.

2. Baenurte Heobxomumoe 3HaueHue. B kadecTBe pazjendresis i JIPOOHBIX 3HAYeHUH
ucnosnb3yiTe 3ansaTyto. Hanpumep: 21,5.

3. Haxwmwure knaBuily Enter Ha kyiaBuarype.

Bug OBwwi goctyn  Cnpaeka

I XO Thames v |14

& X K Y AB ~

WpndT AB3ay

- + W —
AT A = v
Q W ! 111: [

=]

12

16

18

Pucynok 147 — Pa3amep mipudra
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Il yBesnvdeHus pasMepa HMIpudTa Ha OAHY €[VHUILY BBIIOJHWATE OJHO W3 CIIeAYIOIIHUX
JIeMICTBUI:
— DBroibepute nyHkT koMaHgHoro MeHio Popmar > IllpudTtel > YBenuuuTs pasmep

mpudra (cM. PucyHnok 148).

©opmar  WHotpymedtel Bug  OBwwi goctyn Cnpaska

OuncTnTe fopMaTMpoBaHne Ctrl+5pace [ v 14 |v AT AT e :
W pndTe b X TMomywvpHoi Ctrl+B L
BwipaEHueaHne P K Kypowe Ctrl+| .
MNosopoT TekcTa ¥ U MNoguepkryToii Ctrl+U t
zobpaweHne ¥ A" YwmeHbwwTe pasmep wpndTa

Tabanua Y AT YeenwunTe pasmep wpndta

Pucynok 148 — Komananoe mento opmar

— Ha nasemu wuHCTpyMeHTOB, B pasziene IlIpupT Haxmure kHomky A (YBenuuuTsb

pa3mep mpudra) (cMm. Pucynok 149).

Bvg OBwwit goctyn  Cnpaska

é HO Thames v 14 v AT zr:'\+ EE h
© X K YMBTF - Av 2y =y
W pudT AbB3ay

Pucynok 149 — KHonku yBesiiueHUs: U yMeHbIlIeHHs pa3mepa IiprdTa

s yMmeHbllleHUsl pa3Mepa mpudTa HA OJIHY eJUHUIYY BBIIOJIHUTE OJHO U3
CIIeIVIOIUX JeUCTBUIA:
— Broibepute nyHkT koMaHgHOro MeHio ®opmar > IlIpudTel > YMeHBIIUTH pa3sMep
mpudTta (cM. Pucynok 148).
— Ha manemm uHCTpy™MeHTOB, B pasfene IlIpudt Hakmure kHONKy A (YMeHbBHINTH

pa3mep mpudra) (cM. Pucynok 149).
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4.3.2.4 OdopmiieHne TeKkcTa

B npunoxennu «MonOduc TekcT» MOXHO 10-pasHOMY OQOpPMIILTH (pparMeHThl TeKCTa,

YTOOBI BbIJIEJINTb UX HA (l)OHe OCTAJIbHOI'O COAEep>KNUMOT'0 JOKYMEHTA.

B Tabmuiie 7 mpencraBiieHbl BapuaHTBl O(QOPMIIEHHSI TEKCTa C COOTBETCTBYIOIIMMH

KOMaHJIaMU.
Tabnuna 7 - Odpopmiienue Tekcra
ITyHkT KHonka Ha nmaHenu Coueranue Coueranue
Odopmiaenue
reKCTa KOMAaH/THOT'0 HHCTPYMEHTOB, kiiaBum B OC KJIQBHIII
MeHH0 B pasgene «IlIpudpr» | Windows/Linux B OC macOS

$opmar >

Homyxupneni | Hlpudter > XK Ctrl+B #¥Cmd+B
[TonyxupHbIH
$opmar > .

Kypcuéb Iprdyror > Kypeus K Ctrl+I #¥Cmd+I
®opmar >

HomuepkuyThiti | lpudTs > Y Ctrl+U #Cmd+U
[ToguepkHyTBIN

BCE $opmar >

POIINCHEIE MIpudThr > AR Ctrl+Shift+A {1 Shift+3Cmd+A
Bce npornucHbie
®opwmar >

3aCPKIY LA pudTs! > - - _
3auepKHYThIN
®opmar >

Toncrpounmi 3HAK | IprdTer > s> Ko Ctrl+= #Cmd+=
[MoncTpovnblii 3HaK

) ®opmar > )

Haxcrpoutitit spax | pudrer > see> K Ctrl+Shift+= {Shift+8Cmd+=
Hancrpounsiii 3Hak
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4.3.2.5 IIBeT TexcTa

YToOB! U3MEHUTH MBET MIPUPTa B TEKCTe, BHIMOIHUATE CJIeAYIOIIHe AeCTBUS:

1. Brbinenute Tpebyemblii pparMeHT TeKCTa.

2. Utobpl BBIOpaTh IMOCJEAHUWM I[BET, KOTOPbIM TMpUMeHsUICS K MIpudTy paHee,
Ha IaHeJM WHCTPyMeHTOB, B pasfeiie IlIpu¢T HakmMuTe KHOIKY i (IIBer Tekcra)
(cM. Pucynok 150).

3. Utobbl BBIOpATh MAJis TEeKCTA APYroM I[BeT, HA)XKMHUTe Ha CTPEeJIKy CIIpaBa OT KHOIKH
ﬁ (IIBet Texkcra).

4. BroibepuTe HeOOXOIUMBIM 1IBET OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute mopxopsmiuii 11Bet B Oiyoke Ilocimemnue mBera. B manHOM Oiioke
O0TOOpaXXaloTCsl TTh IOCJIe[IHUX IIBETOB, KOTOPble HCIIOJIb30BAIMCh  IIPU
$bopMaTHpPOBaHUU JOKYMEHTa paHee.

— Beibepute mnoaxopsmmii 1Ber B Oyioke IlBera Temnl. B pganHOM Oiloke

0T06pa>1<aeTc;1 [IBETOBas IaJIruTpa TeMbl TeKyIliero 10KyMeHTa.

Bug OBwwi goctyn  Cnpaeka

S XO Thames v 14 v AT AT =y = = = =
& K K Y4 AB T - I'i%ﬁ}v‘lizv == H
WpudT

MocnegHue ueeta:

LlgeTa TeMmb

HEEEEE

Apyrve upeTa..,

Pucynoxk 150 — IIBeT Tekcra
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— Haxmure kHomky JIpyrue mnBera. B otkpeiBmiemcss okHe Bpibop 1mBera
(cM. Pucynok 151) ykaxure TpeGyemslii 1jBeT B Buie HEX-konma wiu B gopmare

RGB u Haxxmute kHoriky OK.

Brifop ueeta >
MpeanpocmoTp
o |
KpacHwin JeneHmi CHHKMA
o - o o o

Rt

Pucynok 151 — OxHo Be10op nBera

4.3.2.6 IIBeT BbIZIeJICHHS TeKCTA

[Ipy pabore Hag [OKYMEHTOM OTAellbHble (pParMeHTHl TeKCTa MOXHO BBIJENSTh
pa3MYHBIMU 1IBeTaMH (110 TUIYy MapKepa), YToObI cliejlaTh MX 3aMeTHee Ha (oHe OCTaJbHOTO
COJIepXXKUMOT0 IOKYMeHTa.

YTOOBI BBIJIEJIUTH TEKCT I[BETOM, BHIIIOJIHUTE CJIeAYIOIINe IelCTBUS:

1. Beigenure TpeOyeMblii pparMeHT TeKCTa.

2. Ha nanenu nHcTpyMeHTOB, B pasiene IIpu¢T HaXkMuTe Ha CTPeJIKy CIipaBa OT KHOIIKU

© (IIBet BHImesienus Tekcra) (cM. Pucynok 152).
3. B otkpbiBiIelics manuTpe BblbepuTe HeobOxonuMmbli 1BeT. IlocienHue deTwbipe

VICII0JIb30BAHHBIX I[BeTa 0TOOPaXkatoTCsl HaJ| MAJIUTPOH.

YroObl OBICTPO BBIIEIUTH TEKCT IIOCIEe[HMM MCIIOJIb30BaHHBIM IIBETOM, BBIIIOJIHHATE
CJIeyIouye qeiCTBUL:
1. Brigenure TpeOyeMblii GparMeHT TeKCTa.

2. Ha nanenu unctpyMeHTOB, B pasnese IHIpudTt HaKMUTe KHONKY © (IIBeT BbIE/IEHUS

TEeKCTa).
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Bug OBwwi goctyn  Cnpaexa

o) XO Thames v 14 v AT AT = = = = =
© XK K Y M TF - iv@%‘ =y = = B
WpndgT
HeT n EOHKUY UEETOE
Be3 ueeTa

Pucynok 152 — [IBeT BbIzlesieHUsI TeKCTa

YToObI OTMEHUTH BblJleJIeHe TeKCTa IIBeTOM, BLITIOJTHUTE CJIeIyIOoIIue IeHCTBUS:

1. Beimenure Tpebyembiii GparMeHT TeKCTa.
2. Ha mnaHenmu wuHCTpymMeHTOB, B pazaeiie IIpudT HaxxmMuTe Ha CTpesKy CIpaBa
OT KHOIIK! & (IlBeT BBIJIEJICHMS TEKCTA).

3. B oTKpbIBIIeNCS NaIUTpe HaXkKMuUTe KHOIIKY be3 nBera.
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4.3.3 BoipaBHUBaHNe U HHTePBaJIbI

HacrpauBaemble BblpaBHMBaHUEe, WHTEPBAJIbI M OTCTYIbl UCHOJB3YIOTCS JJIi KOPPEKTHOM
OpraHu3alMM TeKcTa. biarojapss 3TUM IapaMeTpaM MOXHO BHU3YaJbHO Ppa3feysiTh TeKCT B
COOTBETCTBHH C IeJISIMH I10JIb30BaTeJIs.

YToObl W3MEHWUTb IMapaMeTphl Ha OJTale co3faHusl ¢aiijia, BBHIMOJHUTE HeoOXOauMble
KOMaH/ibl. ECiiM M3MeHeHMs] BHOCSTCSI B YKe CYIeCTBYIOIIANA JOKYMEHT, BbIZeNIUTe (pparMeHT,

IapaMeTpbl KOTOPOT'O HeO6XO)II/IMO HN3MEHUTD, IIpeXx/e 9eM BBITIOJIHATbL KOMaH/Ibl.

4.3.3.1 BeipaBHHBaHHe 10 TOPU30HTAIHN

YTOO6B! BEIPOBHSATH TEKCT 110 TOPU30HTAIH, BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. Brimenurte ¢pparmMeHT TeKCTa, Jyisl KOTOPOTo TpeOyeTcss HACTPOUTh BblpaBHUBAHUE.

2. BrbinosiHATe OHY M3 KOMaH/, NpeACcTaBlIeHHbIX B Tabmuie 8.

Tabnmuna 8 — BoipaBHUBaHHe 10 TOPU30HTAIH

ITyHkT Knonka Ha manenn Coueranue Coueranue
KOMaH/THOT'0 HHCTPYMEHTOB, kiaBui B OC KJIABHII
MeHH0 B pasneine «Adzam» = Windows/Linux B OC macOS

ITonoxxenue
TeKCTa

®dopwmar >
BripaBHUBaHue >
BBIpOBHATE TeKCT
IO JIEBOMY Kpalo

Ctrl+L #¥Cmd+L

ITo neBoMy kparo

®opmar >
[To nentpy BripaBHuBaHue >
[Io nentpy

Ctrl+E #8Cmd+E

®opwmar >

BripaBHUBaHue >
BBIpOBHATE TeKCT
II0 IPaBOMY Kpario

Ctrl+R #Cmd+R

ITo nmpaBoMy Kpato

®opwmar >
BripaBHUBaHue >
BBIpOBHSATE TEKCT
IO IIUPHHe

ITo mmpune Ctrl+J #8Cmd+]J

BpraBHI/IBaHI/Ie II0 TOpPU30OHTAJIX IIPOUCXOOWUT B PpPaMKadX OTCTYIIOB, 3ddHHBIX [JId
penakThpyemoro ab3ara (cM. pasnen 4.3.3.5).

Ecimu Tekct B svelike pa3BepHyT (CM. pa3pen 4.3.4), TO BbIpaBHMBAHWE TI0 TOPU30HTAJIH
OCYIIECTBJISIETCS. B COOTBETCTBHU C €r0 PacCIOIOXKeHWeM B IPOCTPAHCTBE: TEKCT IepeMeIaeTcs

OTHOCUTEJILHO BepXHeH U HIDKHEeN I'PaHUIIbl SYelKU.
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4.3.3.2 BeipaBHHBaHHe 10 BePTHKAJIA

BrlpaBHMBaHMe 110 BepTUKaIM IPUMEHSeTCs] TOJIbKO IS CoAepXumoro tabmmnsl. KHonku
BBIDaBHMBAHMS OTOOpaXkatoTCsl Ha IIaHeJd HUHCTPyMeHTOB (cM. Pucynok 153), eciu kypcop
YCTaHOBJIEH B TabJIUIle WX BblJleJIeH 3JIeMeHT TaOIUIIbl/TabuIunIia IeJIMKOM.

YToOBI BLIDOBHSTH TEKCT B TabjIMIle 110 BePTHUKAJIH, BBIIIOJIHUTE CleyIolue JeHCTBHUS:

1. Bslpenure s51eMeHT, [i71s1 KOTOPOrO0 HEOOXOIMMO HACTPOUTh BbIPABHHBAHUE:

— 4TOOBI BHIDOBHATH COZIepXKUMOe OTHOM STYeKY, BbI/IeJINTe ee WIHA YCTaHOBUTe B Hee
Kypcop;
— 4TOOBI BLIDOBHSTH COJIEP)KMMOEe HECKOJIbKUX siueekK, CTOJIOIOB MM CTPOK, BbIJIeIUTe
JJAHHBIe 3JIeMeHThI TaOJIUIBL;
— 4TOOBI BBIPOBHATH COLEPXKMUMOe BCel TabIuIlbl, BbIIeJIUTe TabJIUIly [1eJIMKOM.
2. Ha maHenu UHCTPYMEHTOB, B pa3zieiie AG3al HAKMHUTEe KHOTIKY T
3. Boibepure criocob BbIpaBHHMBaHUS YKa3aHHOIO 3/IeMeHTa:

T (Ilo BepxHeMy Kpalo) — BLIDOBHSTH COJIePXKMMOe 110 BepXHeMy Kpalo sSTYelKy;

4 .
D (BblpOBHﬂTb TEKCT II0 HEHpr) — BBIPOBHATH COAEPKUMOe 110 LIeHTPY A4enKU,

i (HO HHMXKHEMY Kpam) — BbIPOBHATH COAEp’KUMOe 110 HUXXHEMY Kpdro STYEUKHU.

=y = = ==7

[epE—

l':‘j W |
=== |mm-

:'E"‘" ;If_v{—E—}EF%\L ‘HH‘-"

Ab3auy

Tabnnua

Pucynok 153 — UHCcTpyMeHTB! BbIpAaBHUBAHUS 110 BEPTUKAIN

Ecimu Tekct B sueiike pa3BepHyT (cM. pasfen 4.3.4), TO BbIpaBHMBAHHE IO BepTUKAIU
OCYIIIeCTBJISIETCS B COOTBETCTBHU C €r0 PACIOioKeHHeM B MPOCTPAHCTBe: TeKCT IepeMelaeTcs

OTHOCUTEJILHO JIeBOY U IIPaBOM I'PAHUIIBL SYEHKU.
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4.3.3.3 MexKCTpOYHBIII HHTEepBaI

MexXCTpOYHBIM UHTEepBajl — 3TO PacCTOSIHUE MeXJly CTpokaMu ab3amna. [lo ymomuanuio s
BCEro TeKCTa yCTaHOBJIeH UHTepBal 1.

[Tpu HEO6XOAUMOCTH MEXCTPOYHBINM UHTepBall MOXXHO U3MEHUTD KakK JIJIsl BCer0 TeKCTa, TaK
W Il OTHeNbHBIX ab3aieB. 3HadeHWe MEXCTPOYHOTO UHTepBajla MOXHO BbIOpaTh U3
IIpe/lyCTaHOBJIeHHbIX 3HAUeHUH WM yKa3aTb COOCTBEHHOe.

[Ipy BbIOOpEe TIpelyCTAaHOBJIEHHOTO 3HAUYeHUs] MEXIYyCTPOYHbIM HWHTEpBal paBeH
MPOU3BEJIeHHI0 pa3Mepa IHIpUdTa Ha yKazaHHOe 3HadyeHWe. Harpumep, eciu [jis BbIIEJIEHHOTO
abzama BeIOpaH MmpUdPT 12 NT M ABOWHONW MEXTyCTPOYHBIM WHTEPBa/l, TO PACCTOSHUE MEXIy
cTpokamu ab3aria 6yner paBHo 24 ntT (12 ot x 2).

YToObI HA3HAYUTH IIPeJlyCTaHOBJIEHHBIM UHTEPBAJI, BBITIOJIHUTE CJIeIyIollre JeHCTBHUS:

1. Breinenure TpeOyemblii GpparMeHT TeKCTa.

2. Ha maHenm WHCTpyMeHTOB, B pa3zgeie A03al HaXXMUTe KHOIKY, Ha KOTOPOH

oToBpakaeTcs TeKylllee 3HaueHMe MHTepBana. Hanpumep: | (cM. PucyHok 154).

3. B orkpbiBIIeMcs ciiucKe BblbepuTe He0b6X0IMMOe NpelyCTaHOB/IEHHOe 3HaYeHue.

- —_ —

=v == == Ly
— [y | AaRAR: | Aakf]
= = 4= [
=y == By 11 OgwhapHwii
Ab3au -
Tws 115
I1s 1,5
Iz [eocinoi
T NpouseoasHeil nHTepsan...

Pucynok 154 — Bribop MexxcTpoYHOTr0 MHTEpBasia

YT0oO6b! HA3HAYUTD [TPOM3BOJIbHBIM UHTEPBaJl, BBIIIOJIIHUTE CJIeylolIre AeCTBUS:

1. Brigenure TpeOyeMblii GparMeHT TeKCTa.

2. Ha mnaHenu WHCTPyMeHTOB, B pazfeie A@3am HaXMUTe KHOIKY, Ha KOTOPOH
oTo6pakaeTcs TeKylllee 3HaUYeHMe UHTepBana. Hanpumep: | (cM. PucyHok 154).

3. B orkpeiBieMcs ciimcke Bbibepute 1yHKT IIpou3BoIbHBIN HHTEpBa.
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4. B okue IIpousBosbHBIII HHTEpBaa (CM. PucyHok 155), B BbIIIafaroIieM CIIMCKe CJieBa

YKaXXuTe CII0co0 pacyeTa MHTepBasa:

— MHoxuTenb — MeXIYCTPOYHBIM KHTEepBajl, KOTOPBIM YyBEJIMYUBAETCS WU
yYMeHbIIIaeTCsl B COOTBETCTBUM C YKa3aHHbIM MHOXwuTeneM. Muoxurens 1,00
COOTBEeTCTBYeT OJUHApDHOMY MWHTepBally. MHoxuTrenb Oojibllle  eIWHUIIBI
yBeJM4rBaeT WHTepBal. Hampumep, MHOxuTenb 1,2 yBenuuuBaeT HHTepBaJl Ha
20%. MHoXuTeNb MeHbllle eIMHUIIBI YMeHblIaeT UHTepBasl. Hanpumep, MHOXUTeTTb
0,7 ymenbiiaet nHTepBai Ha 30%.

— Touyno - ¢uUKCHpPOBaHHBIM HHTEpBAJ, paBHBIM 3HAYEHUIO, YKa3aHHOMY
B IIOJIe CIlpaBa. J3HAueHHWe YyKa3blBaeTcsi B MyHKTax (nT). B ormmmume ot
IIPOM3BOJIBHOTO  WHTepBajla,  (UKCUPOBAaHHBIM  WHTEpBal He  MeEHSeTcs
IIPU yMeHbIIIeHNH/yBelIudeHnH pUudTa.

— MuHMMYM — MUHUMaJbHO [JIONYCTUMBIM UWHTEpBajl, paBHBIM 3HA4YeHMUIO,
yKa3aHHOMY B IIOjJle CIlpaBa. JHaueHue YKasblBaeTcs B IyHKTax (IT).
[Ipu yBenuueHny pasmepa mpudra WM A00aBlIeHWH B CTPOKY CHMBOJIOB,
BBICOTA KOTOPBIX OTJIMYaeTCss OT OCHOBHOIO IpudTa (Harpumep, HAJICTPOUYHBIX U
IIOJICTPOYHBIX 3HAKOB), 3HaUYeHUWEe HHTepBajla MeXJy CTPOKaMU paCCYUATHIBAETCS

dBTOMdATHYECKH.

MpowzecnbEHEBIR MHTEREAR >

MHo¥KTENE ¥ 1,15 w

Pucynok 155 — Okno IIpou3BobHBIN HHTEPBAJ

5. Bmore CIIpaBa YKa’>XHUTe YNCJIOBOe 3HAYeHue OJId BbI6paHHOF0 criocoba pacuera.

6. Haxwmure kHonky OK.
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4.3.3.4 MexxcMBOJILHBIM HHTEPBaJI

MekCUMBOJILHBIH HUHTEepBaJl — 3TO PdCCTOsHHME MeXOAy CHMBOJIaMH B  TeKCTe.

MeXCUMBOJILHBIN HWHTEepBaJI MOXeT OBITD YIUIOTHEHHBIM, OOBIYHBIM | pa3peXeHHbIM. ITo

YMOJTYAHHUIO JIJIs1 BCETO TeKCTa BbIOpaH OOBIYHBIN MEXCUMBOJIbHBIM HHTEPBAJ.

Tun MeXCHUMBOJILHOTO HWHTepBa/la MOX>KHO Bbl6paTb C IIOMOIIBKO KOMAHIHOI'O MEHIO HIIN

MaHeJId MHCTPYMEeHTOB.

YTOoObI U3MEHUTh MEeKCHUMBOJIbHBIN HWHTepBaJl C IIOMOIIbIO KOMdHIAHOT'O MEHIO, BBIIIOJIHUTE

CIleyIolve NeNCTBYUS:

1. Beigenute d¢parMeHT TeKCTa, B KOTOPOM TpeOyeTCs HACTPOUTh MeXCHUMBOJIbHBIN

HWHTEPBAJI.

2. Brpibepure nyHKT koMaHAHOoro MeHio ®opmar > IlIpudrtel > MexcUMBOIbHBIN

uHTepBal (cM. PucyHnok 156).

3. B oTkpbiBIIEeMCs TOJIMEHIO BbIOepuTe TpeOyeMbli THUIT MHTepBaa.

Dopmat  MHeTpymenter Bug  OBwwid gocyn Cnpaeka

OuncTute fopmaTHpoBaHue Ctrl+Space

v 14 v AT AT =y = = = = @
LWpndTe X MNomysupHei Ctrl+B = = H - qr
BripaesHusanmne P K Kypcws Ctrl+l
MNosopoT TekcTa P U MoguepkHyTwii Ctrl+U
Wsobpamenne oA ¥meHbWKTL pasumep WpndTa
Tabmua YAt YeennuuTs pasmep wpndTa
T JavepkHyToIA
#*  HagcTpouHbidi sHak Ctrl+Shift+=
¥z [MNogcTpoynsii 3Hak Ctrl+=
AB  Bre nponucHme Ctrl+Shift+A
MemCHMMBEONBHBI MHTEPEAN P AR YnaoTHeHHBIA
AR OBpYHBIRA
AR PazpexeHHbii
Pucynok 156 — Komananoe meHio ®opmar
YToOBl HM3MEHUTh MEKXCHUMBOJIbLHBIN HWHTepBaJl C IIOMOHOIbIO IIdHeJInM HWHCTPYMEHTOB,

BBITIOJIHUTE CJIeIYIOIIMe JIeMCTBUS:

1. Beimenure ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcs HACTPOUTb MeXXCHMBOJIbHBIN

HWHTepBaJl.

2. Ha nanenu UHCTpyMeHTOB, B pa3zese IIpu¢T HaXkMUTe KHOIIKY === (CM.
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3. Bribepure TpeOyeMbli THIT HHTEpBaa:

A8 _ YILJIOTHEHHBIH,
AB_ OOLIYHBIHN,
AR

<= — pa3peXXeHHBbIN.

Bvg OBwwi goctyn  Cnpaska

é ¥O Thames v | 14w AT zr:'\+ EE h
© K K UM T m Av v =
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Pucynok 157 — Beibop MeXXCUMBOJIBHOTO UHTepBasia

4.3.3.5 IlnTepBajbl U OTCTYIHI /I a03a1eB

J11s1 i3MeHeHUs HACTPOeK OJTHOTO ab3alla yCTaHOBUTE KYpCOp B Jit000e MecTo 3Toro ab3aia
WIA BBbIJIeIUTe ero IeJukoM. Jljis M3MeHeHHsT HACTPOEK HEeCKOJIbKUX ab3alleB BbIENIUTe WX
I[eJTUKOM.
YToObl HACTPOMTH MHTEPBAJbl U OTCTYIbI BbIOPAHHBIX ab3alleB, BBITOJIHWTE CleIyloIIue
JeNCTBUS:
1. Ha maHemM MHCTpYMeHTOB, B pa3fiesie Ab63an HaxMuTe kHorky |=| (HacTpoiiku a63aia)
(cm. Pucynok 158).
2. B OTKpbIBIIEMCSI OKHe YKaXXUTe HeoOXOAWMble YKCIIOBble 3HAYeHUS MJis CJIeIyIOIINX
apaMeTpoB:
— IlepBasi cTpoKa — pacCTosiHEe OT JIeBOTO II0JIs JOKYMeHTa JI0 TIepBOM CTPOKH B ab3arie;
— Orcryn cieBa — pacCcTOsTHUE OT JIEBOTO TOJIS IOKyMeHTa JI0 ab3a1ia;
— Orcryn cipaBa — pacCcTOsTHUE OT MPABOTo MOJIs IOKyMeHTa 710 ab3aria;
— HWHTepBai 10 — MHTEPBAJ MeX Ty TeKYIIUM | MPebITyIIM ab3areM;

— VHTepBaJ nocjie — MHTePBaJl MeX/y TeKYIIUM U NIOCJIeYIOIIUM ab3arem.

[Tosis B OKyMeHTe HACTpauBaIOTCs C MOMOIIbIO JiMHeeK (cM. pasfen 4.11.1) wim oxHa

ITapameTtps! cTpanunb! (cM. pasnen 4.10.1).
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Orctyn cneea 0,00 :
Oretyn cnpaea 0,00 C
WHTepean go 0,00 3
WHTepean nocne 0,00 :

Pucynok 158 — Hacrpoiiku ab3ana

YTo6b!I OBICTPO yBeIMYUTH ab3alHbIM OTCTYN Ha 1,25 CcM, BBIIIOJIHUTE OJHO M3 CJIeAYIOLIHX
JeUCTBUMH:
— Bribepute myHKT kOMaHIHOTO MeHI0 ®PopMaT > BeIpaBHUBaHue > YBeJIMYUTH OTCTYII

(cMm. Pucynok 159).

Dopumat  ViHcTpymedTe  Bug  OBwwi goctyn Cnpaeka

Ounctute fopMaTHpoEaHe Ctrl+Space vl 14 v A A+ +E w =
WpudTes ’ AR T A L e L =
BoipaeHmeanne P = BoipoEHATE TEKCT NO NEEOMY KA Ctrl+L
MoeopoT Tekcra P = Mo ueHtpy Ctrl=E
W3oBpaere y = DBbipoBHATE TekcT No Npasomy kparo Ctrl+R
Tabnnua p = BoipoBHATE TEKCT NO WKHpKHE Ctrl+)

#=  ¥YeenmuwTe oTCcTYN

€= YMeHbWKTE OTCTYN

Pucynok 159 — Komananoe mexio opmat
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— Ha naHenm MHCTPYMeHTOB, B paszieie AG3alry HOKMUTe KHOMKY += (YBeJIHYHTh OTCTYII)

(cM. Pucysnok 160).

AT AT =

w & w ! _I_iE W <—E

¥ AaBGBI

qr Y| OBbluHbIf

AB3ay Ctinm

il
i
{

Pucynok 160 — KHoniky yBesiueHUs U yMeHbIlIeH!s OTCTyIa

YTo6b!I 6BICTPO YMEHBIINUTH a03alIHbIM OTCTYI Ha 1,25 CM, BBIIIOJIHUTE OIHO M3 CJIeAYIOIIUX
IeUCTBUMH:
— Bribepute myHKT kOMaHIHOTO MeHIO ®opMaTt > BeIpaBHUBaHue > YMeHBUINTD OTCTYII
(cMm. Pucynok 159).
— Ha manenmu uHCTpyMeHTOB, B pazzerie Ab3al HaKMUTe KHOTKY = (Y MeHBIIMTh OTCTYII)

(cMm. Pucynok 160).

VYBenuuyenue ab3anHOro OTCTyma Ha 1,25 €M MOXHO TakXKe BBIIOJHUTH C IIOMOINIBIO
KJIaBUIIK KjaBUaTtypsl Tab, a yMmeHbIlleHHWe — C TIOMOIIbIO KJIaBUIIK KiaBuaTypbl Backspace
(OC Windows u Linux) unu Delete (OC macOS). [Ipu 3TOM, eciu OTCTyIl MeHsIeTCsl ISl OJTHOTO
ab3ara, To He0H6XOIUMO BBIIEJIUTH 3TOT ab3arl IeJIMKOM WIA YCTaHOBUThH KYpPCOP CTPOTO B HA4asio

ab3aria.

4.3.4 IloBopoT TekcTa

TexcT, pacnosioXkeHHbIN B s9eiikaxX TaOIUIIbl, MOXXHO 1TOBepHYTh Ha 90 rpagycoB BieBO WIH
BITPaBO.
J17151 3TOTO BBITIOTHUTE CIIeAYIOIIHe IeUCTBUS:
1. VYkaxure, rje TpeOyeTcsl HOBepHYTb TEKCT:
— YToObI MTOBEPHYTh TEKCT B OJHOU sideiike, BbIIEJIUTE sUeiKy, pparMeHT TeKCTa B
siueliKe, TEKCT B siueiike 1eJIMKOM WUJTM YCTaHOBUTE B HETO KypPCOpP.
— YToOBI MOBEPHYTH TEKCT B HECKOJIbKUX siuelKaX, CTOJI0IaX WIK CTPOKaX, BBIJIEJTUTE
JAaHHBIE 3JIEMEHTBI TabIUITEI (CM. pa3zen 4.4.5.2).
— UYroObl TOBEpPHYTh TEKCT BO Bced Tabiuile, BBIeIUTe TaOJIUIy [EeJIMKOM

(c™m. pasnen 4.4.7).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 160



MonOdonc

2. OTkpoiTe MOAMEHIO IOBOPOTA TeKCTa OJIHAM U3 CJIeJIyIOIINX CII0COOO0B:

— Bribepure nyHkT koMmaHgHOrO MeHio Popmat > IloBopoT Tekcra (cM. PucyHok 161).

Popnmat  WHcTpymente  Bug  OBwwid goctyn Cnpaeka

Ounctute fopMaTHpoBaHKe Ctrl+5pace

WpwdTem * AR e i R
BripaeHweanme 9

MoeopoT TekcTa b AE  Her (0°) i
MsoBpamkerne y =l [MoeepryTs Eneeo Ha 90°

Tabanua , & TosepHyTs Enpaeo Ha 90°

B

Pucynok 161 — Komananoe menio ®opmar

— Ha manenu uHCTpyMeHTOB, B paszesie A03al] HaXXMUTE KHOIKY ‘?‘Qf}' (IToBopoT

Tekcra) (cM. PucyHok 162).

= v _E w ? w IL ~ E w @ E
1.—  — —_— L]
e = 3= E[ w 1;??}; v% C” HH w E
Ab3auy
AD  Her(07) t
QT MNoeepHyTe Breeo Ha 90°

lﬁ MoeepHyTe BNpasc Ha 90°

Pucynok 162 — Knonka IloBopoT Tekcra

3. Bribepure HampasieHue 1noBopoTa Tekcra: IloBepHyTh BieBo Ha 90°, IloBepHyTH

BHpaBo Ha 90°.

Komana BbITIONTHSIETCS JIJ1s1 BCETO TEKCTa, pacojIoKeHHOTo B siuelike. B ofiHOM siueiike He

MOXXeT OBITb HECKOJIBKO (1)pal"MeHTOB C PAa3HbIM HAIIPpABJIEHHWEM IIOBOPOTAd TEKCTd.

UYToOBbI BEepHYTHCS K CTaHAAPTHOMY OTOOpakeHMIO TeKcTa B sidedkax (mon yriiom 0°),

BBITIIOJIHUTE ClleAyroye IeUCTBUS:

1. Vkaxure 3TH S9eHKH TdK, KdK 3TO OIIMCAHO BhIIIIE.
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2. BroImonHATEe KOMaHY OJTHUM U3 CJIeIyIONIHAX CIIOCOOOB:
— Bribepute nyHkT komangHoro meHio Popmar > Iloopor Tekcra > Her (0°)

(cm. Pucynok 161).

— Ha nmanemu MHCTpyMeHTOB, B pazfiefie Ad3an HaXKMUTe KHOITKY ‘53;1?' (IToBopoOT TeKcTA) .

B otkpsiBIeMcst ojMento Bbibepute komaHy Her (0°) (cm. Pucynok 162).

4.3.5 Cniuckn

B npunoxenun «MoiOduc Tekcr» MOXXHO co3faBaTb MapKMpOBaHHble U HyMepOBaHHbIe
CIMCKU. B MapKMpOBaHHBIX CIIMCKax KaKIblii HOBBIA IIYHKT OTMe4aeTcs MapKepoM, B

HYMEpPOBdHHbIX — YHUCJIOM HUJIN 6YKBOﬁ.

4.3.5.1 Co3xaTn CIIMCOK

YTo6BI CO3/1aTh CIIMCOK, BBIIIOJIHUTE CIIeAAyIOlye 1efCTBUS:

1. Boimenute ¢dparMeHT TeKCTa, KOTOpPbIM HeoOXOAMMO IpeoOpa3oBaTh B CIIHMCOK, WU
YCTAaHOBUTE KypCOP Ha MYCTYyI0 CTPOKY, C KOTOPOM CjieJlyeT Ha4aTb CIIUCOK.

2. Ha manenu vHCTpyMeHTOB, B paszieiie A0G3al HaXXMUTe Ha CTPeJIKy CIpaBa OT KHOIIKH
:= (MapKupoBaHHBIi cucoK) (cM. PucyHok 163), 4To6BI CO31aTh MapKMPOBAHHbIIA
CIMCOK, WIM Ha CTpelIKy CIpaBa OT KHONKM ,— (HyMepoBaHHBIH CITHCOK)

(cMm. PucyHok 164), 9T06BI CO31aTh HyMepOBaHHBIN CITHCOK.

3. B oTkpheiBIIEMcsl MeHIO BbibepuTe CTHJIb CIIMCKA.

A [ERN = === o
= AaRnRr  AabbB
& 3aro.ok 1
. o .
o S o
HeT o = o
n n >
. o .
2 - . v
= o > .
B o 2 .
= . w o
- . v

Pucynok 163 — Jlo6aBieHre MapKMPOBAaHHOTO CIIMCKA
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Pucynok 164 — Jlo6aBneHre HyMepOBaHHOTO CITUCKA

st OBICTpOro CO37@HMSl CIKMCKa B IIYCTOM CTPOKe BOCIIOJIb3YWUTeCh CIIeqYIOIIUMU

criocobamu:

— JIns co3maHus HyMEpOBAaHHOTO CIIMCKAa BBeJUTE BPYYHYIO CUMBOJI TIEPBOTO YPOBHS
MaHHOTO crucka (Hampumep, 1. win a)) u Haxmute IIpoben. [lnsg co3maHus
HyYMEepOBaHHOI'O CIMCKA, B KOTOPOM IMyHKThI TIepPBOTO YPOBHSI 0003HAuYeHbl PUMCKUMHU
1udpamMu, BBeJIUTe aHTIIMICKYIO 3ariaBHyIo OykBy I 1 Hackmute IIpobe.

— YtoOBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CIMCOK, MpeJICTaBJIeHHbIM Ha pUCyHKe 165

ciieBa, BBequTe cuMBo ¥ 1 Haxkmute IIpoodet.

Pucynok 165 — MapkupoBaHHbIe CITHCKHU

— YtoObBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CITUCOK, MPeJICTAaBJIeHHbIM Ha pUCyHKe 165
CIpaBa, BOCIOJIb3YWTECh OJTHUM U3 CJIeIyIOIMX CIIOCOOOB:
e Haxwmure edpuc (-) IIpobe;

o nHaxwmute Ilpoben neduc (-) IIpodesn.
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[IpunoxeHre 3amoMUHaeT IIOCIeHUN BbIOPAaHHBIM CTWIb [UIsi MapKUPOBAaHHOTO U
HyMepOBaHHOI'O CITMCKA.
YT1o6bl OBICTPO CO37]aTh HOBBIM CIIMCOK B TOM e CTHJIe, YTO U INPeJbIIyII1i, BbIIIOJIHUTE
CJlefyrolye qeiCTBUL:
1. Beigenute dparmMeHT TekcTa, KOTOPBIH HEOOXOAMMO TMpeoOpa3oBaTh B CIMCOK, WA
yCTaHOBUTE KypCOp Ha IIyCTYIO CTPOKY, C KOTOPOH CJleflyeT Ha4aTh CIIUCOK.
2. Ha maHe/u MHCTpyMeHTOB, B pasfieie A63all HOXMUTe KHOIKY :— (MapKHUpOBaHHBIH
cucok) (cM. Pucynok 163), 4robbl cO30aTh MapKYMPOBAHHBIA CIIMCOK, WIA KHOIIKY

"= (HymepoBaHHBIH crcoK) (cM. PricyHoK 164), 9T06BI CO3/1aTh HyMEpOBaHHEIH CITHCOK.

4.3.5.2 KonnupoBaTh M BCTaBUTh CIIHCOK

Crivcku MOXKHO KOIIMPOBATh U BCTABIIATh U3 Oydepa oOMeHa B mpefiesiax OJHOTO JJOKYMeHTa
Wi Mexay gokymeHntamu «MouOduc Tekcry.

YTOoOBI KOPPEKTHO CKOMTMPOBATh U BCTAaBUTh CIIMCOK, BBIIOJTHUTE CJIeIyIOI1e I1eUCTBUS:

1. Bxumouute oToOpaskeHHe HelleyaTaeMbIX CUMBOJIOB (CM. paszien 4.3.1).

2. BbI)IEJ'II/ITe CITMCOK C Ha4dadJla (a He C KOHI_[a) BMecCTe C I1ocjieJHUM Hapal"pa(l)OM-CI/IMBOJ'IOM.

4.3.5.3 IIpomoKuTh CIIMCOK

Teky1uit CiMCOK MOXKeT HacJleJJoBaTh HyMepaluio pe/ibIAyIero Clucka.
YTOoOBI NPOAOIKUTE HyMepallkio, BBIIIOJIHUTE CJIelyIolre JeHCTBHUS:
1. IIpaBoii KHOIIKO¥ MBIIIX LIIeJIKHUTeE T10 JII0OOMY 3JIeMeHTY TeKYIero CIKCKa.

2. BrinonHuTe KOMaHly KOHTEKCTHOTO MeHIo IIpogo/nkuTh Cliucok.

HpI/I BBITIOJITHEHWUH KOMAdH/bI HPOI[OJI)KI/ITB CITMCOK I TeKyllero CIiIMCKda aBTOMdTUYeCKH

BBIGI/IpaeTCH CTWIb IIpeAblayniero CIimckd.

4.3.5.4 I3MeHUTH ypOBeHb BJIOKEHHOCTH

W3MeHUTHh ypOBeHb BJIOXKEHHOCTH 3JIEMEHTOB CIIMUCKA MOXHO C ITOMOIIbI0 KOMAH/IHOTO
MEHIO, TTaHeJIM UHCTPYMEHTOB WJIM CIIEeIIMAIbHBIX COYeTaHUH KJIABHIIL.

YT0OBI UI3MEHUTh YPOBEHDb BIIOXKEHHOCTH 3JIeMeHTa CITMCKA C MOMOIIbI0 KOMaH/THOTO MEHIO
WJIN TIaHeJIM UTHCTPYMEHTOB, BBITIOJIHHUTEe ClIeAYIolire HeﬁCTBHH:

1. VYcranoBute kypcop B soboe MecTo Hu3MeHsieMoro absalia WM BblAennTe ab3all

OeJInKOM.
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2. H3MeHuTe ypoBeHb BJIOXKEHHOCTH:

— UYrobbl yBeIUYUTH YPOBEHb BIIOKEHHOCTH, BblOepHTe MYHKT KOMaHJHOIO MeEHIO
Popmar > BripaBHuBaHue > YBeauuuThb OoTCTyn (cM. PucyHok 166) win Ha
TIaHeJIM UHCTPYMEHTOB, B pa3fiesie Ab3al HAKMHUTe KHOTKY = (YBeJIHYHTh OTCTYII)
(cm. Pucynok 167).

— YT0oOBI yMEHBIIUTh YPOBEHb BJIO)KEHHOCTH, BblOepUTe IYHKT KOMaH/IHOI'O MeHIO
dopmar > BeipaBHHBaHHe > YMEHBIIUTH OTCTYI WIM Ha [TaHeId UHCTPYMEHTOB,

B pa3zesie AbG3an HOXMUTE KHOTIKY <= (YMEHBIIUTH OTCTYII).

Gopmar  WHotpymedte Bug  OBwwi goctyn Cnpaeka

OuncTute fopMaTHpoEaHe Ctrl+Space

£

U v ATAT =y =

WpndTe: ’ AR T LA L & e =
BmipaeHueanne P = BoipoeHATh TEKCT No NEEOMY Kpato Ctrl+L
MoeopoT TekeTa P = Mo ueHtpy Cirl+E  }
MaoBpacere y = BLIpOBHATE TEKCT No NpasoMy kparw Ctrl+R
Tabavua y = BHIpOBHATE TEKCT NO WKMPKWHE Ctrl+J

= YEenuuuTe oTCTYN

£=  ¥MeHbWWTE OTCTYN

Pucynok 166 — MHCTpyMeHTHI peJJakTHPOBAHUSI YPOBHS BJIOXKEHHOCTH

- + — = — — .
A A = v = = = BB I1
AaBoOE!
w & w b e w = &= H w C” ) OBbIukbl i
Ab3au CTunn

Pucynok 167 — KHoniku yBesiueHUs! U yMeHbIlIeHHs OTCTyIa

YroObl M3MEHUTb YpPOBeHb BIIOXKEHHOCTH 3JIeMeHTa CIMCKa C IIOMOIIbI0 KJIaBUATYPHI,
BBITIOJIHUTE CJIeIyIOle IeHCTBUS:
1. YcraHoBuTe Kypcop Ilepe[i IIepBbIM CJIOBOM B U3MeHsieMOM ab3alle Wil BblleluTe ab3all
IeJINKOM.
2. H3MeHuTe ypoBeHb BJIOXKEHHOCTH OJJHUM U3 CJIe[YIOLIUX CIIOCOOOB:

— YTOoOBI yBeJIMYUTDL YPOBEHb BIIOXKEHHOCTH, HAXKMUTe ki1aBuIny Tab.
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— YToOBl YMeHBIIUTH YPOBEHb BIIOKEHHOCTH, HaxmuTe kiaBuilly Backspace mpu

pabore B OC Windows 1 OC Linux ninu knasuity Delete npu pabote B OC macOS.

HJISI HN3MeHeHUs YPOBHA BJIOKEHHOCTU CIIMCK4d, PACIIOJIOXKEeHHOI'0 B Ta6m/1ue, HEO6XO}II/IMO
HCIIOJIb30BATL KOMAHJHOE MEHIO WJIM KHOIIKWM IIdHeJIM HWHCTPYMEHTOB. Hcnonb3oBanue
kinaBumy Tab B Ta6m/1ue BBI3bIBAET HEe OIIMCAHHOE BBIIIe JIeMCTBHE — M3MEeHeHHe YPOBH4A

BJIOXKEHHOCTH, a TIepexoj] K CJeIyIolen siuerike TabIIrIIbl.

4.3.5.5 IIpeoOpa3oBaThb CIIHCOK B TEKCT

Yto06bI OTMEHUTDH popMaTHpPOBaHUE TEKCTA KaK CITMCKA, BHIOJHUTE CIJIeyIOIIue 1eUCTBUS:

1. Broimenute dparment, 1151 KOTOPOTO HEOOXOIUMO OTMEHUTh pOpMaTHPOBAHHUe.

2. Ha maHenu MHCTpPyMeHTOB, B paszieiie A@3an HaXXMHTe KHOIIKY, COOTBETCTBYIOIIYIO TUITY
TeKyIIero crucka: :— (MapKHpoBaHHBI cmHcoK) wiv i— (HyMepoBaHHBIH CIIHCOK)
(cm. Pucynok 163 u Pucynok 164).

3. B orkpsiBiIeMcs cnivMcke BbiOepuTe BUu popmaTripoBanus Her.

4.3.6 KomupoBaTth M BCTaBUTH (pOpMaTHpPOBaHHE

B mnpunoxenun «MonOduc TekcT» MOXHO cKonmupoBaTh ¢$opMaTUpOBaHUE OJIHOTO
¢dbparmMeHTa JOKyMeHTa U IPUCBOUTD 3TO ke popMaTUpOBaHUE:
— OJIHOKpAaTHO — OIHOMY $pparMeHTy JIOKyMeHTa;

— MHOI'OKPATHO — HECKOJIbKUM Q)paFMEHTaM OOKYMeHTa I10CjIe0BaTeJIbHO.

cI)OpMaTI/IpOBaHI/Ie, CKOIIMPOBdAHHOE B 6ycl)ep O6M€Ha, MOXeT HCIIOJIb30BATHCA OJIS1 BCTABKU B

npwioxxeHnu «MorOduc Tabnunay.

4.3.6.1 IIpaBuia KonMpoBaHUA M BCTaBKU GOpMaTHPOBaHUS

B 3aBucHUMOCTH OT 06BEKTa, KOTOPBIH BbIJIENIeH, JIJIsl BCTaBKU JOCTYITHO OpMaTUPOBaHUE:
— abzama;

—  TEeKCTa,;

— ab3ara 4 TeKCTa;

—  SJYeHKHU.
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B Tabmurie 9 npuBefieHbI CXeMbI, TI0 KOTOPBIM KOIUPYEeTCsl M BCTaBIIsIeTCs GOpPMaTHPOBaHHUE.

Tao6smna 9 — IlpaBuia KonupoBaHus M BCTaBKH ¢popMaTHPOBaHUSA

IIpu xonupoBaHuu

IIpu BcTaBKe

PesyabTaT

Y cTaHOBIIEH Kypcop Wi
BBIZeJIeH ab3ary/ab3alrbl
LIeJTUKOM

YcraHoBeH Kypcop

®dopmartupoBaHue ab3aria/
IepBOT0 BhIIeJIEHHOTO ab3ara

Brigenen ¢parmenT ab3ama

dopMaTrpoBaHHUe TeKCTa

Brinesnen a63at/ab3alibl 11eIMKOM

®opmMartvpoBaHue ab3aria ¥ TeKCcTa

Heckosnbko ab3atieB
BBIJeJIeHEI He 10 KOHIIAa

dopmarupoBaHue ab3ama

Bruimenena yacte ab3ara

'YcraHoBIeH Kypcop

dopmaTrpoBaHUe He BCTABJISETCS

Brigenena yacts ab3ama

Brigernen ab3ar/ab3arinl 1eIMKoM

Heckosnbko ab3atieB
BBIJeJIeHEI He 10 KOHIIAa

dopmaTHpOBaHME TEKCTa, HAUWHAS
C TIepBOTO BbIIEJIEHHOI'O CUMBOJIA

Y craHOoBIIeH Kypcop

Broinesnena yacTth ab3ara

Brigenen ab3ary/ad3aiibl
1eJTuKoM (1o cuMBoUTa ab3ara)

Brigernena sueiika TabIuIbI

®dopmarrpoBanue ab3ara v TeKCTa
IJIS1 BBIZIeJIeHHOU sSTYelKU

dopMaTrpoBaHUe TeKCTa
IJIs1 BBIIeJIeHHOU sSTYelKU

®dopmaTrpoBaHMe ab3ara U TeKCTa

Broinesena suetika TaOIHIBI

Broinernena suerika TaOIHIIBI

dopmaTrpoBaHUe STIEHKY,
ab3aria 1 TekcTa

YcraHoBieH Kypcop

dopmarupoBaHue ab3ara

Broinenena yacTo ab3ara

dopMaTvpoBaHUe TeKCTa

Brigesnen ab3ar/abd3ars! 1eimkoM

dopmaTrpoBaHMe ab3ara U TeKCTa

Heckosnbko ab3atieB
BBIeJIeHEl He 10 KOHIIAa

dopmarupoBaHue ab3ara

Brifenena ctpoka wiy crosbery

dopmaTrpoBaHue sueliky, ab3ara u
TeKCTa

Brinenena crpoka wiu cTosoert

Brigenena cTpoka wiu cTosbert

— ®opmarupoBaHue stueiiky, ab3ara
Y TeKCTa U3 JIeBOU BEpXHeH sTYeiKU
B CKONIMPOBAaHHOM CTpOKe/CToNbIE;

— @opMaTHUPOBaHKe CTPOKH/CTOJIOIA
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4.3.6.2 KonnupoBaTh 1 BCTaBUTH popMaTHpPOBaHUe

HJ’[S{ KOITMPOBAHUS Y BCTABKU (l)OpMaTI/IpOBaHI/ISI MOJKHO HCIIOJIb30BATh:
— IIYHKTBI KOMaHJJHOI'O MEHIO,
— COYeTaHUus KJIaBHIII,

iy
— KHOIIKY =] Ha IIaHeJIM HHCTPYMEHTOB.

YT0b6bI CKONMUPOBATh U BCTAaBUTh (GOpPMATUPOBAHHE C MOMOIIBI0 KOMAHAHOTO MEHI0 WA
COYeTaHWM KJIaBUIII, BBIIIOJIHUTE CIIeAYIOIIHe IeUCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBaHUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. BpinonHWTe KOMaHy KOIMPOBaHUs GOPMaTUPOBAHUS OJTHUM U3 CJIeIyIOLIUX CIIOCOOOB:
— Bruibepute mynkT komangHoro meHio IIpaBka > KomupoBaTth ¢popMaTHpoBaHue

(cM. Pucynok 168).

Mpaeka Bcraska @opmar  VHctpymedte  Bug  O4F

= OTMeHWTB Ctrl+Z

" ToeTopuTe Ctrl+Y

& Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BeraeuTe Tonbko TekeT
Bcraeute uz Bydepa obmena r

£ KonuposaTe dopMaTMpoBaHWe Ctrl+5hift+C
MpuMeHUTE GopMaTHROBEIHWE Ctrl+5Shift+V

Pucynok 168 — Komananoe mento IlpaBka

— Haxwmure coueranue kiasuin Ctrl+Shift+C / TShift+:2Cmd+C.
3. Ecomu ¢opmarvpoBaHue TpebyeTcsi NMPUMEHUTb K OOHOMY (parMeHTy, BBIIIOJIHUTE
clefyIonye qercTBU:
— DBribepute ¢parmeHT mis BCTaBKM (OPMaTHPOBAaHHS C IIOMOIIBIO OJIHOTO U3
c110co60B, yKa3aHHBIX B pa3jiesie BhIIIe.
— Bribepure nyHkT koMaHaHOro MeHio IlpaBka > Ilpumenuts ¢popMaTHpoBaHue (CM.

Pucynok 168) wiu Haxkmure coderanue kiuasuin Ctrl+Shift+V / TShift+:Cmd+V.
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4, Ecmu ¢opmaTupoBaHue TpebyeTcs TIPUMEHHUTh K HECKOJIbKUM ¢parMeHTaMm,
MI0CJIeJIOBATeIbHO BhIJIENIsIiTe IaHHble (parMeHThbl B TeKCTe Y BBITIOJIHSNTE JIJIs KaXK/10T0

N3 HUX KOMdHIY BCTABKHU (l)OpMaTI/IpOBaHI/IH.

YTob6bl OJIHOKPAaTHO CKOMMPOBAaTh M BCTAaBUTb (POPMATHPOBAHWE C TIOMOIIbIO KHOIKHU
& (KomupoBaTts ¢popMaTHpOBaHHe), BHIIIOJIHUTE CllelyloIIye JeHCTBUS:
1. Boibepute ¢parmMeHT HOKyMeHTa JJisi KOMHPOBAaHUS (OPMATUPOBAHHUS C ITOMOIIBIO
OJTHOTO U3 CIIOCO0O0B, YKa3aHHBIX B pa3jielie BHIIIIe.
2. Ha nanenmu mHCTpyMeHTOB, B pasfiejle IIpaBka HaXkMuTe KHOIIKY & (KomupoBarsb
dopmaTupoBanme) (cMm. Pucynok 169).

3. Boimenurte pparmMeHT AJis1 BCTaBKUA (pOPMATUPOBAHUS C IMTOMOIIBIO OJTHOTO U3 CIIOCODOB,

YKa3aHHBIX B pa3zere BhIIle.

Dopmat  WiHcTpymedTe  Bug  OBwwi goctyn

r ﬁ v A& X0 Thames

i

9 & K K Y

Mpaeka WpudT

Pucynok 169 — Knonka KonmpoBaTts ¢popMaTupoBaHue

Y106l MHOTrOKpaTHO CKONMPOBaTb M BCTaBUTh (OPMAaTHpOBaHHE C IIOMOIIbIO KHOIIKU
& (KomupoBaTths ¢popMaTHpPOBaHHUe), BHIIIOJIHUTE CIIeAYIOIINe IeHCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONHWPOBaHUSI (POPMATUPOBAHUS C IOMOIIbIO
OJTHOTO U3 CII0CO00B, YKa3aHHBIX B pa3jielle BhIIIe.
2. Ha mnaHenmm wuHcTpymMeHTOB, B pasfene IIpaBka [ABaxIbl HaXMHUTe KHOIIKY
& (KonnupoBaTts ¢popmaTupoBaHue), YTOObI OHA IIPUHSIIA BU .
3. IlocnenoBarenbHO mpuMeHUTe GopMaTHpOBaHMe K TpebyembIM ¢parMeHTaM TeKCTa

OHHM M3 CHOCO6OB, YKd3dHHbIX B pa3jiejie BbIlle.

YToOB! BBHINTH M3 peXXMMa MHO>XeCTBEHHOTO IpUMeHeHHs (pOpMaTUPOBaHMS, BBIIIOJIHUTE
OITHO U3 CJIeIYIOLIUX JeHCTBUM:
— Ha mnanenmu uHcTpymeHTOB, B pasdfeiie IIpaBka HaXMHTe KHOIIKY ﬁ 9TOOBI OHA
i
IIpHHsAJIa BULO .

— Haxwmure knaBuiry Esc Ha kiiaBuaType.
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4.3.6.3 Uctopusa xonupoBanus ¢opMaTHUPOBaHHS

dopmaTupoBaHUe, CKONUpPOBaHHOe B Oydep oOMeHa, coxpaHsieTCs B UCTOPUH
U TI03)Ke MOXKeT UCII0JIb30BaThCsl [JIsl BCTABKHU.
YToObl  OTKPBITH HWCTOpPHIO, TJle JOCTYIIHbI OOBeKTbl paHee CKOINMPOBAHHOTO
¢dbopMaTrpoBaHusl, BLITIOJIHUTE CJIelyIoIIue eHCTBUS:
1. Ha maHenn uHCTpyMeHTOB, B pasfiejie IIpaBka HaXMWTe Ha CTpeJIKy CIpaBa OT
KHOIIKH 5 (KomupoBats popmaTtupoBanue) (cMm. Prucynok 170).
2. B BBIIAAIOIIEM CIIHCKe BbIOEpUTE HeoOXOOUMBIHI 00BeKT paHee
CKONMMpOBaHHOTO ¢dopmaTrpoBanus. OOBEKThI PACIOJIOKEeHbl TaKWUM 00pa3oM, dUYTO
BBEPXY CIIMCKa IpeJICTaB/IeH 00beKT IOCIeJHero CKOIMMPOBAHHOTO GOPMATUPOBAHHUSI.
3. Brigenure ¢parMeHT Jyisi BCTaBKU (pOPMAaTUPOBAHUS C IIOMOIIBIO OAHOIO U3 CIIOCOOO0B,

yKa3aHHbIX B pa3ferie 4.3.6.1.

Topmar  WMhcTpymednte Bug  OBwwi goctyn Cnpaska

SK; ﬁ v |£% KO Thames wl | 14 | w

—
(_J 3narad [Iell: Ha ,J}-’GE‘ TOM.
MpaBka

Y nykomopea dyb 3enéHslil;

Pucynok 170 — Crincok 06bekT0OB GOpMaTUPOBAHHUS

4.3.7 Y panutb popmaTupoBaHue

YT0o6B! OUHUCTUTH NIpsiIMOe popMaTUPOBaHUe M OCTaBUTh TOJIBKO CTHIeBOe (pOpMaTHpOBaHKe
TEKCTa, BHIIIOJIHUTE CllelyIoIIye JeUCTBUS:
1. Beigenure TpeOyeMblii pparMeHT IOKyMeHTA.
2. Brpmmonnure komanny OuucTuTh popMaTHPOBaHHE O/IHUM U3 CJIeIyIOIIMX CIIOCODO0B:
— DBruibepute nyHkT koManaHoro MeHio Popmar > Ouucturs ¢opMaTHpOBaHHUE

(cm. Pucynok 171).

Dopmar  WMHotpymentr Bug  OBwwih goctyn

QuncTiTe dopMatpoeaHne Ctrl+5pace

WpndTe r

Pucynok 171 — Komananoe meHio ®opmar
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— Ha manenu HWHCTPYMEHTOB, B pa3jejie HpaBKa Ha>XMHTe KHOIIKY Q (O‘IHCTHTB

dopmaTupoBanme) (cMm. Pucynok 172).

Dopmar  WHcTpymedts Bug  OBwwi goctyn

ﬁ W é w ¥O Thames

9 C el "X K 4

MpaBka WpudT

Pucynok 172 — Knonka Ouuctuth popMmaTupoBaHHe

— Haxwmure coueranue kiapuil Ctrl+IIpo6esn.
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4.4 Pabora ¢ Ta0mmuaMu

4.4.1 BcraBuTth Tad/IHIy

Tabnuily MOXXHO BCTaBUTD C IMOMOIIbI0 KOMaHAHOTO MEHIO WUJIX TTaHeJIM MHCTPYMEHTOB.

YToOBbl BCTaBUTH TaOMMIy C TOMOIIBIO KOMAHAHOTO MEHIO, BBHITIOJIHUATE CJeAyIoIye
JerCTBUS:

1. VcranoBuTe Kypcop B TO MeCTO JOKyYMeHTa, Ky/ila He0OXO0JUMO BCTaBUTb TAO/IMITY.

2. Broibepure myHKT koMaHIHOTO MeHIO BeraBka > Taosimma (cm. PucyHok 173).

Beraeka  @opmat  VHctpyments Bug OB
z06paxerwe...

TekcToBoE None

Durypa 4

B @ H®

Tabauua...
Pucynok 173 — Komanasoe mMenio BecraBka

3. B okne BcraBurh Tabmuiy (cM. PucyHok 174) ykaxuTe KOJIMYeCTBO CTOJIOIIOB U

CTPOK, KOTOpOe JIOJKHA COfiepKaTh Tabuuila, U HaxkMuTe kHonky OK.

BcraewTs TaBauwy >

Pucynok 174 — OxHo BecraBuTh Tabsuiy

YrtobBLl BCTaBUTh T86JII/IHy C IOMOINbIO IIdaHEeJIM MHCTPYMEHTOB, BBLIIIOJIHUTE ClIeAylollre

JeUCTBUS:

1. VYcraHoBuTe Kypcop B TO MeCTO JOKyMeHTa, KyJla HeOOXOANMO BCTaBUTh TaOJIUITY.

2. BcraBbTe TabIUIly OJTHUM U3 CJIeYIOITUX CIIOCOOO0B:

| ]
Ha nanesu WHCTpyMeHTOB, B pasziesie BeraBka Hakmute kHONKY (1 (Tabmuna)

(cM. Pucynok 175). Bbigenure KypcopoM TO KOJIMYeCTBO CTOJIOIIOB U CTPOK,

KOTOpOe JOJI’KHA Cooep>KaTb Ta6J'II/II_[a, U IIeJIKHUTE JIeBOW KJIaBUIIIEeW MBIIIIH.
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AaBoBr AaB6Bel AaB6Bell ... @v @ v

3aronoeok 1 3aronoeok 2 3aronoeok 3

4

Tatnuua 3x2

Pucynok 175 — Knonika Ta6mma

Ha naneny uHCTpyMeHTOB, B paszieiie BcraBka HakmuTe KHOIIKY === (cM. Pucynok 176).
Ha otoOpasuBiielics maHend BCTaBKM HaBeAUTe KypCOP MBIIIM Ha KHOIIKY
fH Tabauma. BeimennTe KypcopoM TO KOJIMYeCTBO CTOJIOIIOB U CTPOK, KOTOpOe

JIOJDKHA COJiep KaTh TabJIUIIA, U IIEJIKHUTE JIeBOM KJIaBUIIIEH MBIIIH.

AaboBel AaB0BE AaB6Bsl AaB6Bsll ... @ v @ v e
OBbIYHBIN Jaronosok 1 3aronceok 2 3aronoe~ 1
CTiam E Nao6pamerne.., ~
III TekcToBOE Noae
& ourypa > [ &
[:] D [:] HEH Tabanua... »
D D % Qopmyaa..
CreuunansHeie CUMBOABI.., >
’H Pazpbie cTpaHWLUB
= Paspwie pasgena
Homepa cTpaHuL,., »
@ KonoHTuTy b »
OrnasneHne
Tabamya 3x2
(_{/) Ceranka..,

Pucynoxk 176 — Ilanens BcTaBku
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4.4.2 BcTaBUTH CTPOKU

Hogrie CTPOKHU BCTABJIAIOTCS BbIIIE NI HUXKE YKBSaHHOfI CTPOKH.

YTo06BI I[OﬁaBI/ITb HOBbIE CTPOKH, BBIIIOJIHUTE CJIeAYIoIIre IerCTBUS:

1. Boipenure CTpPOKy, BBbIllIe UM HWXKe KOTOPOHM TpeOyeTcst BCTaBUTh HOBYIO CTPOKY. Eciu

TpG6y€TCH BCTaBUTH HECKOJILKO CTPOK, BbIJe/InTe CTOJILKO CTPOK, CKOJIbKO HeO6XOI[I/IMO

BCTaBUThb B Tabmuity. Hanpumep, eciu TpebyeTcsi BCTaBUTh IBe CTPOKH, BbIIENIUTE JIBe

CTPOKH. HJ'IH BBIIIOJIHEHHA KOMdH/Ibl MOXXHO BBIJEJIATH KdK CTPOKU HEJIMKOM, TdK KU

OTHeJIbHbIe SYerKU UJIU JUAalla30HbI S4eekK.

2. BcraBbTe CTPOKM OOHUM U3 CJIEAYIONIUX CIIOCOOOB:

— Broibepute nyHkt komaHgHoro meHio @opmar > Tabnauma > BceraBUTH CTPOKY

Bbille / BcraBuTh cTpoky Hmke (cM. PucyHnok 177).

Dopmat

MHCTpyMeHTEI

OuncTuTe dopMatHpoBaHKe

LWpidTe
BripaeHueaHne

MNoeopoT TekcTa

Wzobpaxernne

Tabawua

Bug OBwwi goctyn  Cnpaeka
Ctrl+5pace vl 14 v A ,."_\"'
} ﬁ‘EJ LXY i W Ii} W

P TR BcraewTe cTpOKY BbilWE

&H  BcraBwTe CTpOKY HUXE

Pucynok 177 — Komananoe MeHio ®opmar

Alt+A
Alt+B

— Ha manenu wHCTpyMeHTOB, B pa3dnerne Tabiuma Haxkmurte kHOnKy T (BcraBUTH

CTPOKY BbIIIe) wiv &5 (BcraBuTh cTpoKy Hinke) (cM. PucyHok 178).

H I

TaGnwua

Pucynok 178 — Paznen manenu nncrpymentoB Tabumma

£

[ HE

OBBIYHBIR

= s
B g W <

Crinm

AaboBerITL

— IlpaBoii KHONKOM MBIIIM IIeJIKHWTe 110 J1II060oMy MecTy BbIOpaHHOIO Auana3zoHa U

BBITIOJIHUTE KOMaH/ly KOHTEeKCTHOrO MeHI0 BcTaBUTH CTpoKy Bbimie / BcraBHTH

CTPOKY HUIKE.
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— Haxwure coderanve kiiasuil Alt+A / ~Option+A, 4yTOOBI BCTaBUTh CTPOKY BBIIIIE,

unu coderanue kiasuil Alt+B / ~Option+B, 4TOObI BCTaBUTh CTPOKY HIDKE.

Yro6b! OBICTPO NOOABUTH CTPOKY HIDKe TpebyeMoii CTPOKH, BLITIOJIHUTE CIIeyIOIHe TeHCTBUYSI:
1. Boigenure mo0yto suelKy B 3TOM CTPOKe.

2. Haxwmure kiaBuily Enter Ha kiiaBuarype.

4.4.3 BcraBuTh CTOJIONIBI

HoBele cTosn011bl BCTABISIIOTCS CJIeBa WM CIIpaBa OT YKa3aHHOI'O CTOJIONA.

Yro0bl 106ABUTH HOBBIE CTOJIOIIbI, BBIIIOJIHUTE ClleyIole JeHCTBHUS:

1. Boimenure cronber, crpaBa WIM cjleBa OT KOTOPOro TpeOyeTcsi BCTaBUTb HOBBIM
cronben. Ecnu TpebyeTcsi BCTaBUTh HECKOJIBKO CTOJIOIOB, BbIIEJIUTE CTOIBKO CTOJIOIOB,
CKOJIbKO HeoOXOAUMO BCTaBUTh B Tabmuily. Hanpumep, eciiu TpebyeTcsi BCTaBUTH [1Ba
ctonbIia, BBIAETUTe [Ba CTOsOIA. |1 BBIMOJIHEHHs KOMaHbl MOXXHO BBIAENSTH Kak
CTOJOIBI IIEJIUKOM, TaK U OTJieJIbHbIe STYeMKU WK IMalla30HbI sueek.

2. BcraBbTe cTONOIBI OIHUM U3 CIIEYIOIIMX CIIOCODOB:

— Bribepute nyHkT koMaHaHoro MeHio Popmar > Tadbmunma > BeraBuTh cTosoery

cieBa / BcraButh crosibern cpaBa (cM. PucyHok 179).

Dopmar  WMHotpymente Bug  OBwwi goctyn  Cnpaeka

OuncTUTe GopMaTHpoBEaHKE Ctrl+Space vl 14 v A A+ = . =
WpndTe: "' | AR e Av £~ T s
BoipaBHueanue ’
AB3au

MoeopoT TekcTa r
WzobpaxeHwe r
Tabavua P TR BoTaewTe cTPOKY BbilWe Alt+A

& BcraBwTe cTpoky Hume Alt=B

B Bcrasure cronbey cresa Alt=L

Bl Bcrasure cronfiey cnpasa Alt=R

Pucynok 179 — Komananoe mento ®opmar

— Ha nanenu uHcTpyMeHTOB, B pasfene Ta0smia HaXXMUTe KHOIKY E (BcraButh

cToJI0eIl cj1eBa) Win ﬂ (BcraBuTs crousber cipaBa) (cM. Pucynok 180).
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R
SvE B = AaBoBeITL
H v B i 0}

- OEbI4HbBIF
{07
TaGamua CTiam

=
H

Pucynoxk 180 — Paznen manenu nacrpymenToB Tabuuma

— IlpaBo¥i KHONKOM MBIIIN IIeJIKHKTe 0 JI000My MeCTy BbIOpaHHOIO JiMana3oHa U
BBINIOJIHUTE KOMaHAy KOHTEKCTHOro MeHI0 BcraBHTH crosber; cieBa / BecraBuTth
cToJI0el CIIpaBa.

— Haxwure coueranue kiasuil Alt+L / ~Option+L, uTo6bI BCTaBUTH CTOJIOEI] CIIEBa,

iy coderanue kiasuil Alt+R / ~Option+R, 4To6b! BcTaBUTH cTONOEI CIIPaBa.

4.4.4 PenakTHpOBaTh COJEPKUMOE TADIHUIIHI

YroObI BBECTH UM U3MEHUTD JIJaHHbIE B sidelike TabJIUIIbl, BHIIIOJIHUTE CIIeIyIoIIye IefCTBUS:
1. IlepeiiauTe B pexxvM pe[laKTUPOBAHUS SIY€HMKU OTHUM U3 CJIelyIOIIUX CII0CODO0B:
— UYroObl BBeCTM HaHHble B IyCTyIO sYeiKy, BbIeJIUTe ee OOHUM WIH [JBYMs
IIeJTYKaMH MBIIIIH.
— YToOBI pelakTHpOBaTh JJaHHbIE B siUelike, BBIJIEJIUTE ee IBOMHBIM I[eTYKOM MBIIIH,
— YroOBbI nepe3anucaTh JIaHHbIe B siYeliKe, BBIJIEIUTE ee OJHUM I[eTYKOM MBIIIIH.
2. BBenuTte/pefakTUpyiTe JaHHBIE B sUeliKe.
3. YroObl BBIMTH W3 peXVMa peJaKTUPOBAHUS SUEMKH, IeJIKHUTe IO JII0OOMYy MeCTy

AOKYMeHTa 34 I1pefiejlaMu Ta6J'II/IL[bI.

[Ipy BBOzle TekcTa U 4YWCell B sSYEHKY ee IIMPHMHA He MeHSeTCs — IMPOUCXOJUT IepeHoC
JIAHHBIX Ha CJIeyIOIIyI0 CTPOKY BHYTPH TeKyllled SYelKd, MpPU 3TOM MOXeT IPOUCXOJUTh
aBTOMAaTHUYeCKOe yBeJIM4YeHHe BbICOThI TUYeUKH.

[Ipu BCcTaBKe B TabMITy “300pakeHus! TPOUCXO/IUT ero aBTOMaTUieCckoe MaclliTabupoBaHUe
[0 IIMpUHe CTOJOA, MPH 3TOM BBICOTA STYEMKU MOXET MEHSIThCS, eCyid M300pakeHHe OOoJiblie
BBICOTBI TYCHKH.

[lepemerienrie Mexy sT9eiKaMy TAOJIMITbI OCYIECTBIISIeTCS IPU MTOMOIIM KJIaBull «—, T, |, —

Ha KJIaBHaType.
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4.4.5 BeigesInThL SYeHKH

4.4.5.1 BoienuTh TUeHKy

YToOBI BBHIAENIUTH STUEHKY, IIEeJIKHUTE 10 Hel JIeBOW KHOIMKOM MBIIH. BriOpaHHasi sdeiika
OKpacHUTCs B TOTyOOH I1BeT.

YToOBI BHIIEUTD STYEeMKY B Tabiivile, B KOTOPOW yCTaHOBJIEH KypCOp:

1. Hlenkaute 1o 1060My MeCTy JIOKYMeHTa 3a MpejiejlaMu TabJIUIIbI.

2. HlenkHuTe 10 sSTYEMKe, KOTOPYIO HEOOXOIUMO BBIJIETTUTD.

4.4.5.2 BoigenuTh IUana3oH g4eex

YTOoOBI BHIIEUTH MPOM3BOJILHBIN JIMANA30H siueeK, BOCIOJIb3yHUTeCh OJTHUM U3 CIIeAYIOIINX
CII0co00B:
— HaBeaurte kypcop Ha mepByIo siueiiKy U3 TpebyeMoro Jvara3oHa. Y aepKuBasi HaKaTou
JIEBYIO KHOIIKY MBI, TPOTSHUTE Kypcop [0 TMOCIeHer suelKu Juara3oHa.
OTnycTuTe JIeByIO0 KHOTKY MBIIIH.
— BoigenuTe nepByto siueiiky u3 TpeOyeMOro Auarna3oHa. YIep>KUBasi HAXKaTOM KJIAaBUIITY

Shift, BbiienuTe nocieIHIO0 sTUeiKy AUara3oHa.

Heobxoaumblii 1rana3zoH MOXKHO BBIJIEJISITh B JIIOOOM HallpaBJIeHUH CTPOKU WJTK CTOJIOIA.

[Tprmeps! BbifeieHyst TPOM3BOJILHOTO AUAIIa30Ha siueek MpeJiCTaBileHbl Ha pucyHkax 181-183.

by

)

Pucynok 181 — Brinenenuve auana3oHa siyeek 110 TOPU30HTAIN

I

S

——

Pucynok 182 — Beiienienue vana3oHa siueek 110 BepTUKaIN
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]

—
|

Pucynoxk 183 — Brienenve quamna3oHa siaeek 1Mo JuaroHaau

4.4.6 BeigenuTs cTos10€1] MJIH CTPOKY

YTOOBI BEIIEIUTH OJIMH CTOJIOEI] MU CTPOKY, BBIIIOJIHUTE CJIeIyIolre JeHCTBUS:
1. HaBenure Kypcop MBIIIM HAa BepXHIOIO I'PAHUILY CTOJIOIA WK JIEBYIO T'PAaHUILy CTPOKHU
TaK, YTOOBI KypCOp IIPUHSIL BUJL 4 UK —+.

2. lllenkHuTe JIeBOM KHOIIKOU MBIIIIH.

YToOBl BBIEIUTE HECKOJIBKO CTOJIOIIOB WM CTPOK, BOCIIOJIb3YMTeCh OIHUM U3 CIIeyIOIINX
CII0CODOB:

— HaBeaute xypcop Ha nepBbli cToJI0el] WM CTPOKY U3 TpebyeMoro auarnasoHa Tak, Kak
ONKMCAHO BbIlle. Y7epXXuBasi HaXXaTOM JIeBYIO0 KHOIIKY MBIIIH, IPOTSHUTe KYpCop OO
IIOCJIe[THEro CTOJI0NA WM CTPOKU AuarazoHa. OTIycTHTe JIeBYI0 KHOIIKY MBIIIH.

— BrigenuTe nepBeiii cTosnber] Wi CTPOKy U3 TpebyeMOro Auarna3oHa Tak, KaK OMHCAHO
BbIIIle. 3aTeM, yAep>kuBas HaxkaTod kiasuily Shift, BbienuTe nocnennuii cronber; wiu

CTPOKY JIMaIia30Ha.

4.4.7 BeigenuTh TabIMILY

YToOB!I BBIJIENIUTH BCIO TaO/IMILY, BBIIIOJIHUATE ClIefyIOIlre AeiCTBUS:
1. HaBenuTe Kypcop MBIIIY Ha JIeBbIM BepXHUM YIoJjl TabJIUIbl TaK, YTOOBI KYpCOp IPUHSUI
BU M.

2. llenkHuTe JIeBOM KHOIIKOM MBIIIIH.

Ecnu i Tabiuiibl HacCTpoeHo o6TekaHKe TeKCTOM (cM. pasnen 4.4.10.2):
1. HaBenure Kypcop MbIIIM Ha TabIuIy.

2. HaxmuTe KHOIIKY i, 0OTOOPa3UBIIYIOCS B JIEBOM BepXHeM YTJIy TaOJIUIIL.

YToOBI OTMEHUTD BBIJIej/IeHHe Ta6J'II/II_[bI, II1eJIKHUTe I10 J'IIOGOMY MeCTy JOKYMEHTd.
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4.4.8 IIBeT 3aJIMBKH sT9eeK

4.4.8.1 3asiuBKa si4eeK IBeTOM

J1Jis 3aIMBKU siueeK 1IBeTOM BBITIOJIHUTE CJle[lyollye 1eHCTBUSL:
1. Bolpenure sideliky WM JUaNa3oH siueek, [BeT KOTOPhIX He0OX0UMO U3MEeHUTb.
2. Utobpl OKpacHThb sYeMKHM B TIIOCIeJHUN IBeT, KOTOpPBbIM HCIIOJIb30BAJICS U

3dJIMBKU pdHee, Ha IlaHeJIM HWHCTPYMEHTOB, B pas3jejie TaﬁJmua Ha’>XMHUTe KHOIIKY

£

== (IBeT 3amuBKkHu) (cM. PucyHok 184).

3. Yrobbl OKpacuTh sSYeHMKU B JIPYTrOM I[BeT, HAaXMUTe Ha CTPeJIKy CIipaBa OT KHOIIKH

£

== (IIBeT 3a1MBKM).

4. BroibepuTe HeOOXOIUMBIM 1IBET OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— DBruibepute nogxopsmumii nBer B 6Osioke Ilocnemnue mBera. B nmanHOM 6ioke
OTOOpaXkarOTCS TMATb TIOCTEeIHUX I[BETOB, KOTOpble WCIOIb30BAIMCh TIPU
¢dbopMaTHpoBaHUHU JOKYMEHTa paHee.

— Bribepute mnoaxopsmmii 1Ber B Oyioke IlBera Tembl. B pganHOM Oiloke

0T06pa>1<aeTc;1 [IBETOBaA IaJIruTpa TeMbl TeKyliero JOKyMeHTa.

= 7 v [EI;@ a5

HeT 3an1BkKK

MocnegHue ueeTa:

LipeTa TEMBI:

H BEGENES

Opyrue yeeta...

Pucynok 184 — LIBer 3aiMBKU siueex
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— Haxmure kHomky JIpyrue mnBera. B otkpeiBmiemcs oxkHe Bpibop mBera
(cM. Pucynok 185) ykaxure Tpebyemslii 1jBeT B Bujie HEX-konma wiu B gopmare

RGB u Haxxmute kHoriky OK.

BeiGop useta ¢
Hex-kog MpeanpocmeTp
= | .
KpacHei JeneHblin CuHWiA

o . o I o I

Pucynok 185 — Okno Beroop nBera

4.4.8.2 OTMeHUTH 3aJIMBKY

YTOoOBI OTMEHUTD 3aJIMBKY siUeeK, BBIIIOJIHUTE CJIe/IyIolue 1eHCTBUS:
1. Brimenure TpeOyeMble sTYeHKHU.

2. Ha manemu HWHCTPYMEHTOB, B pa3jejie THGJII/IHH Ha’>XMUTe CTPeJIKYy CIIpaBad OT KHOIIKK

&

== (IIBeT 3a/IUBKH).

3. B OTKPBIBIIEMCS OKHE Ha’)KMUTE KHOIIKY Her 3auBKH.

4.4.9 I'panunsl s;yeex

4.4.9.1 isMeHuTH NapaMeTpbl IPAHUIL

UYToOBI M3MEHUTh MapaMeTphbl TPAHUIL JIJIs STYEMKH/TMara30Ha sS9eeK/TabuIlbl, BBITIOTHUTE
Clleqlytoliye AeiCTBUS:

1. Breimesmire TaOIMIy WM ST9elKy/IUAIIAa30H siueek, TPAHMUITbl KOTOPBIX HeOOXOAMMO U3MEHHUTb.

2. Ha manenu WHCTpPyMeHTOB, B pasfieiie Tabnuma HaXXMUTe Ha CTpeJIKy CIpaBa OT

KHOIIKH [ 1] (cm. Pucynok 186).
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LieeTa TemMbI:

HEEEEN

Jpyrue ueeta...

Pucynok 186 — OxHO HAaCTPOWKM rpaHUI]

3. B oTkpeiBIIEMCS OKHe, B IIepBOM OJIOKe HACTPOeK yKaKMTe MeCTO pacIOJIOXKeHUs

I'PaHMIL, 711 KOTOPBIX He0OXOAUMO U3MEeHHUTh ITapaMeTphl.

4. Bo BTOpOM 0Jl0Ke HAacTpoeK BblbepuTe THII JIMHUM, KOTOPBIM CjleflyeT NPUMEHUTb JJIs

YKa3aHHBIX [PaHUII.

5. B Tpernem 6i10ke HacTpoek BbIOepuTe IBET IMHUU OAHUM U3 CIIeYIOLIUX CIIOCOOO0B:

— DBruibepute nopxopsmmii nBer B 6ioke Ilocnemnue mBera. B nmaHHOM Oroke
OoTOOpakaroTCsl MATh IIOCIEeHUX I[BeTOB, KOTOpble MCIIOJIb30BallUCh IIpU
dbopmMaTUpOBaHUM IOKYMEHTa paHee.

— Bribepute mnoaxopsimmii 1Ber B Osioke IlBera Tembl. B jganHOM Oiioke
oToOpaxkaeTcs [1BeTOBas IAJINTPa TeMbI TeKyIIero JOKyMeHTa.

— Haxmure nHa xHomky Jlpyrume nBera. B oTkpobiBileMcss okHe Bpioop mBera
(cm. Pucynok 187) ykaxkurte Tpebyembiii 1nBeT B Bune HEX-koma umu B dpopmare

RGB u naxxmute kHoriky OK.
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Brifop ueeta >
MpegnpocuoTp
|
KpacHmi 3eneHbl i CHHWIA
o Cllo Z.|o

Pucynok 187 — Okno Beroop nBera

Eciu B nmepBom uim BTOpoM 6Jioke BbIOpaHO 3HaueHue HeT rpaHmm, TO TpaHMIIbI siueek
oTOOpaXkatoTCsl B BUJe JIMHUM CBETJIO-Ceporo IiBeTa. JTH JIMHUW YCJIOBHO pasfessioT sUedKd U
YIPOIIAIOT paboTy c Tabiviled. YC/IOBHble I'PaHUIbI siueeK He OTOOpaXkaroTcsl NpY IedaTd U

3KCIIOpTe oKyMeHTa B popmar PDF.

YToOBI OBICTPO NIPUMEHUTH K siUelike/Iuana3oHy s4yeek/Tabivile MOCIeqHUN BbIOpaHHBINU
CTWJIb TPAHUII, BLITIOJIHUTE CJIeJIyIolre JeUCTBHUS:
1. Brimenure TpeOyeMyto TabIIMIly UK STYEHKY/UANla30H siueeK.

2. Ha manenu nHCTpyMeHTOB, B paszieiie Tabsuia HaxkMUTe KHOIIKY EE| (cm. Pucynok 186).

4.4.9.2 Y naauTh rpaHUIbI

YToOBl ynanuTh TpaHUIBl S4YEUKW/OUalla30Ha sS4YeeK/Tabinibl, BBHIIOJHWATE Clelylolye
JeUCTBUS:
1. Brimenure TpebyeMyto TabIMIly WK STYeHKY/TUANla30H siueeK.
2. Ha nanenu MHCTpPyMeHTOB, B paszfiele Tabauma HaXXMHUTe Ha CTPeJIKy CIipaBa OT
KHOIIKH [ 1] (cm. Pucynok 186).
3. B oTkpbIBIIEMCsl OKHe HACTPOWTe HeoOXOqUMble ITapaMeTphl:
— B nepBoM 6i10ke ykakuTe MeCTO y/iajleHUs! TPaHMUII.

— Bo BTopoMm 6ioke BbibepuTe Het rpanuir.
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4.4.10 BoipaBHUBaHNe U 00TeKaHHe TEKCTOM

4.4.10.1 BripaBHHBaHue Ta0IUIBI

[To ymomuanuio Tabusyvila BbIpaBHMBAeTCsl IO JIeBOMY Kparo JokyMeHTa. OTcTyn ciieBa

HacJielyeTcst oT ab3aria, Iocie KOTOPOTo pacIioyiojKeHa TabJuIia.

YToOBI H3MEHUTb CHOCOD BbIpaBHHUBAHUSI Ta6HI/ILIbI U OTCTYII, BBIIIOJIHUTE Cliegyromnjre

JeUCTBUSL:

1. YcranoBute kypcop B J00Oyio siuedKy TaO/IWIbI WIM BblIenuTe J1000H 3eMeHT

TaOJIUIIBL/TAOIUITY TIEJTUKOM.

2. OTkpoiTe OKHO HAaCTPOeK TabJIUIIbl OJTHUM U3 CJIeJIIONIHUX CIIOCOOOB:

— Bribepute nmyHKT koMaHgHOTO MeHI0 Popmar > Tabsunma > Hacrpouts Tadauiy

(cMm. Pucynok 188).

Dopmat  Muctpymente Bug  OBwwi goctyn

OuncTUTe GopMaTHpoBEaHWE

WpndTm
Boipaenueanne

MoeopoT TekcTa

WzobpaxeHne

Tabawua

Ctrl+Space

Cnpaeka

HEDE B =§ 2= B

i

BcTaenTe cTpoKyY Bhile

BcTaeuTe cTpoky HUe

BcTaeuTe cTonBey, cnega

BcraewTe cTonbey cnpaea

¥aanuTe cTpoky

¥aanuTte cTtonbey,
¥aanute Tabanuy

OBbegMHWTE AYEMKI
PazsbegMHWUTE AUEl KK

Pasmep aueiikn...

HactpouTe TaBanuy

[rpu—
a—

[rpE—

1.—
Tl— W

32—

¥

Ab3ay

Alt=A
Alt+B

Alt=L
Alt+R

Ctrl+Alt+R
Ctrl+Alt=L

Alt+Shift+T

Ctrl+Alt+M
Alt=Shift=M

Pucynoxk 188 — KomanaHoe menio opmat
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— Ha manenmu uHCTpyMeHTOB, B pa3zeiie Tabimia HaXXMUTe KHOIKY {0} (HacTpoutsh

Tabnuiy) (cM. Prucynok 189).

vIiE B E
vEH B

H 1

TaGnawua

= T
|

L]

AaboBeITL

OBRIYHBIR

Ctiam

Pucynok 189 — Paznen nanenu nncrpymentoB Tabsmna

koMaHay HacTpouTs Tabmiy.

H_IEJI‘IKOM HpaBOﬁ KHOIIKHM MBbIIIH OTKpOﬁTe KOHTeKCTHOe MEeHIO W BBIIIOJIHUTEe

3. B oxue Hacrpoiiku Tabmunsl (cM. Prucynok 190) Beibepute crioco6 BbIpaBHUBAHUS: TI0

JIeBOMY Kpalo, 110 IIeHTPY WJIU 110 IPaBOMY Kpalo.

Ecmm piis Tabnunibl BHIOPAaHO BbIpaBHUBaHUE IO JIeBOMY Kpato, B 1ojie OTcTyn ciieBa

YKaXXuTe paCCTOodHHe OT JieBOr'o I10JId JOKYMeHTa 10 TaGJII/IIII)I.

5. Haxwmwure kHoriky OK.

Hactpoikn Tabanue

BripaBHWBaHWE

| | |

Orctyn chesa:
0.00 cm .

OBTekaHWe TEKCTOM

Chesa:

Eal
0,32 cm .

CHWzy:

Cnpasa:

0,32 cm .

0,32 cm :,\

Pucynok 190 — Okao HacTpoiiku Tad sl
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4.4.10.2 O0TexaHue TeKCTOM

B Tabnuie, s KOTOpOM HacTpavBaeTCsi OOTeKaHWe TeKCTOM, He JIOJDKHBI COAep>KaThCsl
ciienyloliiie 00beKThl: n300pakeHus, GpUrypsl, GOPMYJIbI, OrJiaBjieHUWe, MepeKpecTHbIe CChUIKH,
CHOCKH{ ¥ KOMMEHTapHH.

Yto06bI HACTPOUTH 06TEeKaHHUE TabJIUITBI TEKCTOM, BBIITOTHUTE CIIeyIOITHe TeUCTBHS:

1. PacrmonoxuTe TabiHITy 1eJTMKOM Ha OJHOM cTpaHuIle. Ecim Tabiviia He moMernaercs Ha

OJIHY CTpaHHIly, pa3beiiTe ee Ha HECKOJIBKO TabJIHII.

Ecimu obrekanve TeKCTOM BKJIIOYEHO Il TaOJIMITBI, KOTOpPasi PacIioyiokeHa Ha
HECKOJIbKMX CTpaHHIlaX, Tabyuila obpe3aeTcs U BUIUMBIM OCTaeTCsl TOJIbKO ee

Ha4aJIO Had HepBOfI CTpaHHIIe.

2. YcraHoBUTe Kypcop B JIO0OYIO sYelKy TaOJUIbl WIM BbIJeNUTe JII000M 3j1eMeHT
TabIULIBY/TabIUITY [ETUKOM.

3. OTkpouTe OKHO HaCTpOeK TabJIUIIbl OTHUM U3 CJIeIyIOIIMX CIIOCOOO0B:

Bribepute myHKT koMaHAaHoro MeHio Popmar > Tabsmna > Hacrpouts Tabmmy
(cM. Pucynok 188).
— Ha nanenu uHCTpyMeHTOB, B pa3zierne Ta0ymia HaXXMUTe KHOIKY (Hactpoutsn
Tabsuny) (cMm. Pucynok 189).
— IlenukoM NpaBOM KHONKHM MBIIIA OTKPOMTE KOHTEKCTHOe MEHIO UM BBIIOJIHWUTE
xomaHy HacTtpouts Tabsuy.
4. B oxue Hacrpoiiku tadmunsr (cM. Pucynok 190) mocraBbre ¢nakok O0Texanme
TeKCTOM.
5. VYkaxute criocob BbIpaBHMBAHHUs TabOaUIBI M, IpU Heobxoaumoctd, OTCTynm cieBa
(cm. pasmen 4.4.10.1).
6. VYkaxuTe pacCTosiHWe OT TIpaHMIl TaO/IMIBl /10 OKpyxaroiiero ee Tekcra Ciesa,
Copasa, Cepxy 1 CHusy.

7. Haxwmwure kaonky OK.

Tabmuiy, I KOTOpPOM HAcTpPOeHO oOTeKaHWe TeKCTOM, MOXXHO OBICTPO IlepeMecTUTh B
Jpyroe MecTo AoKyMeHTa. [y aToro:

1. HaBenure Kypcop MbIIIK Ha TabIuIy.

2. HaxmuTe KHOIKY :i, 0TOOpPa3KBIIYIOCS B JIEBOM BepXHeM YUy TaOIUIIbI.

3. VnepxxviBasi JIeBYIO KHOIIKY MBIIIH, IlepeMecTHTe TabluIly B TpebyeMoe MeCTo JJOKyMeHTa.
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4.4.11 3MeHUTH pa3mep CTOJI0OIA WIM CTPOKH

Pa3mep cronbia unm cTpoku MOXKHO U3MEHUTh OJHUM U3 CIIeAYIOLIUX CII0COOO0B:
— IepeMeCTUTb I'PaHMIly CTOJI01a/CTPOKU BPYYHYIO;

— yKa3aTh TOYHYIO IIMPUHY CTOJIO11a/BBICOTY CTPOKH.

4.4.11.1 I3meHuTs pazMep BPYUHYIO

Y106BI U3MEHUTDh pa3Mep OJIHOT'O CTOJIOIA UM CTPOKHU, BBIIIOJHUTE CJIeyIOIIue T1eUCTBUS:

1. HaBemuTe Kypcop Ha TpaHMIy CTOJIOIA WM CTPOKH, pa3Mep KOTOPOM HeoOXOIUMO
u3MeHuThb. Kypcop mpuMet BU IBYCTOPOHHEN CTPEJIKH.

2. YIepxuBas HaXaToH JIeBYI0 KHOIIKY MBIIIH, IIPOTSHUTE KypCOp Tak, YTOOBI I'paHHMIA
CTOJIOIA/CTPOKH MpUHSIJIa TpebyeMoe MoJIoXKeHHe.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBIIIIH, YTOOBI BHCI)I/IKCI/IPOBHTI) II0JIO>KEeHHe.

HOCJIGI[HSISI BepPTUKAJIbHAS I'PAHHIIA Ta6JII/IHbI He MOXET IIPeBbIIAaTh IIPpaBOoe I10J1e CTPAHUIIBIL.

YToOBI yCTAaHOBUTH OJMHAKOBBLIM pa3Mmep Il HECKOJbKHUX CTOJIOIOB/CTPOK TabIIUIIHI,
BBITIOJTHUTE CJIeyIOIe TeUCTBUS:
1. Broigenute gaHHble CTONOIBI/ CTPOKH.
2. YcraHoBUTe JjIsl OOHOTO CTOJIOIA/CTPOKU pa3Mep, KOTOPbIK TpeOyeTcs MPUMEHUTD Jis
BCeX BbIJIeJIEHHBIX CTOJIOIIOB/CTPOK Tabmuilkl. J1jist aToro:
— HaBenure kypcop Ha rpaHuily Jt000ro CToJ0Ia/CTPOKHU TaK, YTOObI OH MPUHSIT BUJL
IIBYCTOPOHHEH CTpeJKH.
— ViepxuBasi HaXXaTOM JIeBYI0 KHOMKY MBI, MPOTSHUTE KYpCOp TaK, YTOObI
rPaHUIlA CTOJIOIIA/CTPOKU MPHHSIIAa TpebyeMoe MoJIoXKeHHe.

— OtTnycruTe J1eBy10 KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh IOJI0XKEHHe.

Jlyis BbIIeJIeHHBIX CTOJIOIIOB/CTPOK TabiMIbl OyAeT aBTOMATHYeCKU YCTaHOBJIEH pasMep,
yKa3aHHBIN JIJIs1 JAHHOT'O CTOJIOIA/CTPOKHY.
YTOoOBl yCTAaHOBUTH OAMHAKOBBIA pa3Mep Uil BCeX CTOJIOIIOB/CTPOK TabJMIIbI, BbIAEINTE

Tabymiy (cM. paznen 4.4.7) v BBITIOJTHUTE aHAJIOTHYHbIe JIeHCTBUS.
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4.4.11.2 Yka3aTh To4HbII pa3mep

Yrobbl yKa3aTh TOYHYIO IIUPUHY JJISl OJJHOIO/HECKOJIbKUX CTOJIOIIOB WJIM BBICOTY JJISt
OJTHOW/HECKOJIbKUX CTPOK, BBITIOJIHUATE CJIe[lyoIlire 1eHCTBUS:
1. Vkaxure maHHBIE CTOJIOIBI/CTPOKU:

— Yr100Obl U3MEHUTH HIMPUHY OJHOTO CTOJIOIA WM BBICOTY OJHOM CTPOKH, BbIAENUTE
3TOT CTOJIOEI/CTPOKY WM BblJIeUTe JII00yI0 siueiiKy, KOTopasi HAXOJIUTCSI B IAHHOM
cTosb1e/cTpoke.

— UYT0oOBI U3MEHUTDH IIUPHUHY HECKOJIbKUX CTOJIOIOB WM BBICOTY HECKOJIbKUX CTPOK,
BbIJIeJIUTEe 3TU CTOJIOLBI/CTPOKY WIM BbIIeJUTe JI000W AUANa30H sdeek, KOTOPbIHM
HAXOJIUTCS B IAHHBIX CTOJIOIIAX/CTPOKAX.

2. Orkpoiite okHO Pa3mep sideliKu OHUM U3 CJIEAYIOMIUX CIIOCODOOB:
— Bribepute nyHkT komaHaHoro MmeHro Popmar > Tabnmuma > Pasmep sueiiku

(cMm. Pucynok 191).

Dopmat  MHcTpymedte Bug  OBwwi goctyn  Cnpaeka

OuncTuTe dopMaTHpoBEaHKE Ctrl+Space vl 14 |v| A {,-_\.\+ +E v =
LipudTe: "l AR e Av £ = [T
BoipaeHneanue r
AB3au
MNoeopoT TekcTa ’
WzocbBpaxernue ’
Tabawua P TR BcraewTe CTPOKY BbilWe Alt+A
&5 BectaBwTh CTpOKY HUXE Alt+B
E Beragwte cTonbey cnesa Alt+L
ﬂ Beragute cTonbey cnpaea Alt+R
d ¥aanuTe cTpoKy Ctrl=Alt+R
@ ¥oanuTe cTonbew Ctri+Alt+L
B  YaanwTe Tabamuy Alt=5Shift+T
B OfbegrHuTe AYElKW Cirl+Alt+M
EH PazbeguHuTe Aueiikn Alt+Shift+M
Pasmep aueikn...
5% Hactpouts Tabanuy

Pucynoxk 191 — Komananoe menio opmar
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— Ha nanenu unctpymenrtoB, B pasfene Tabawmma (cm. Pucynok 192) naxmwure

KHoTIKY || (Pa3mep sueiiku).

L v

- Homas D B 1 AaBoBeI'T[
HE‘ w E ﬂ % {.:} DBhI4HbIF
Tatanua CTrhnm

Pucynok 192 — Knonka Pa3mep siueiiku

— IlpaBoii KHOMKOWM MBIIIN IIEJIKHUTE 110 BbIFEJIEHHbIM CTOJIOIaM/CTpOKaM |
BBITIOJIHUTE KOMaH/1y KOHTEKCTHOro MeHIo Pazmep siueiiku.
3. B okue Pasmep siueiiku (cM. Pucynok 193) ykaxkure Tpebyemyio IIlupuny cTosiomoB
unv BeicoTy CcTpoOK.

4. Haxwmure kHonky OK.

Pasmep aueiikn =

LWupuHa

| B e

£

BoicoTa

{3

0,36 cm

Pucynoxk 193 — Oxno Pa3mep siueiiku
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4.4.12 Yka3aTb TOYHBIH pa3Mep sideeK

Y1o6Bl yKa3aTh TOYHBIA pa3Mep OJHOM WM HECKOJIbKUX sSYeeK, BBINOJHUTE CiieyIollre
JerCTBUS:
1. Broimenute 3TU sSUeliKu.
2. Ortkpouite okHO Pa3mep sideliKH OHUM U3 CIIEAYIOMUX CIIOCODOOB:
— Beibepute myHKT kKoMmaHAHOrO MeHi0O Popmar > Tadbmmma > Pasmep sigeliku
(cMm. Pucynok 191).
— Ha manemu wuHcTpymeHToB, B pasgeiie Tabmmma (cm. Pucynok 192) HakmuTe
KHOTIKY || (Pa3mep siuelKkn).
— IlpaBOoli KHONKOW MBIIIK IIEJIKHUTe II0 BbIJEJIEeHHbIM SlYeiKaM U BBIIIOJIHUTE
KOMaH/]ly KOHTEKCTHOTO MeHI0 Pa3Mep sueiiku.
3. B okue Pa3mep sueiiku (cM. Pucynok 194) ykaxure tpebyemyto Illupuny u Beicoty

siueek U HaxxMute kHONIKY OK.

Pasmep aueiikn =

LWupuHa

| B e

£

BoicoTa

{3

0,36 cm

Pucynok 194 — Okno Pa3mep stueiiku

YKa3zaHHas IIMpYHA IPUMEHseTCS KO BCeM s4YeliKaM CTOJIOIa, a yKa3aHHas BBICOTa — KO
BCeM sYeliKaM CTPOKH, B KOTOPOU HaXOIWUTCS BhIJIeJIeHHAad sJeika.
Jly1st co3anusl B OJJHOM CTOJIOIe siueek pa3HOM MIMPUHBI WM JJIs CO3[JaHUsI B OTHOM CTPOKe

siYeeK Pa3HOM BBICOTHI UCIONb3YyHTe KoMaHay O0bequHUTD s1deiiku (cM. pasnen 4.4.13.1).
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4.4.13 O6beTUHUTH UIH Pa3befMHUTD STUYeHKH

4.4.13.1 O0BbequHUTL AYCHKU

JI1000e Ko/IM4ecTBO f4eeK B Ta0JIUIle MOXXHO OOBeIUHUTD.

[Ipu o6benuHeHNH sTueeK:

— OTMeYeHHBIN Auana3oH CTaHOBUTCS eIMHOU TUeMKOo;

— COXPaHANTCH JdaHHBbIE TOJIbKO U3 BerHefI JIEBOH STYeMKU JUalla30Ha;

— K OOBeIMHEHHOW siuediKe TpHUMeHsieTcs (popMaTHpPOBaHHE BEpPXHEW JIeBOU

IMarasoHa.

YTo06BI O6’L€HI/IHI/ITB STYEMKHU, BBIJEJIMTE UX Y BBIIIOJIHUTE OJIHO U3 cJIeJyromux JeViCTBUH:

SI9eHKU

— Beibepute nyHkT komaHgHOrO MeHro Popmar > Taomuma > O0BeIMHUTH STYEHKH

(cMm. Pucynok 195).

Dopmar  WMHotpymente Bug  OBwwi goctyn  Cnpaeka
OuncTUTe GopMaTHpoBEaHKE Ctrl+Space vl 14 v A A+ E - =
LWipudTe "I AR e AV £ = (T
BoipaBHueanue r
AB3au
MNoeopoT TekcTa ’
WMzobpaxernwe r
Tabawvua P TR BcTaewTe CTPOKY BbilWe Alt+A
& BectaBwTh CTpOKY HUHeE Alt+B
E Beragute cTonbey cnesa Alt+L
Bl Bcraswre cronBey cnpasa Alt=R
& ¥YpanuTe cTpoky Ctri+Alt+R
m Y¥aanute cTtonbey, Chrl+Alt+
B YaanuTe Tabamuy Alt=5Shift+T
B OBbegrHuTs AYeikn Cirl+Alt+M
EH PasbeguHuTe Aueiikn Alt+Shift+M
Pasmep AYEAKM...
{55 Hactpouts TaBauwuy

Pucynok 195 — Komananoe menio opmar
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— Ha nanenu uHCcTpyMeHTOB, B pasfiesie Tabmmna (cMm. PucyHok 196) HaxkmuTe KHOIKY

o (O0beqMHUTD AYeHKH).

. A A
v =
o

AaboBelITL

OBbIYHBIF

H I
= (@

HE AP o
v i
Tabnuua Crrnm

Pucynok 196 — Paznen manenu nnctpymentoB Tabuma

— IlpaBoii KHOMKOW MBIIIA IEJKHUTe TI0 [HWAla30Hy U BBIIOJHUTE KOMAHY
KOHTeKCTHOro MeHI0 O0BbeIHHUTH TYCHKH.

— Haxwmure coueranue kiasuill Ctrl+Alt+M / ~Option+sCmd+M.

4.4.13.2 Pa3zbequHUTH TYCHKH

PazbequHUTh MOXXHO TOJIBKO Te siueliKd, KOTOpble paHee ObUTH 00beJMHEeHbI.
YToObl pa3beqUHUTh SYeMKH, BbIIEINTe OO0beJUHEeHHYIO SYelKy W BBIIOJHUTE OJIHO U3
CIIeIVIOIIUX JeUCTBUIA:
— Bribepute myHKT KoMaHgHOTO MeHio @opmar > Tabmunma > PazbenuHUTH sT9eHKH
(cm. Pucynok 195).

— Ha na"enu uHCTpyMeHTOB, B pasfieie Ta6muma Haxxmute kHonky FH (cm. Pucysok 197).

- a4
B B8
1%

L

= AaboBel'TL
E ﬂ @ OEbIYHBIM

Tabnvua CTiam

H I
= | E

Pucynoxk 197 — Paznen nanenu nacrpymenToB Ta0suma

- HpaBOﬁ KHOIIKOM MBIIIM IIEeJKHUTE II0 AUAIId30HY W BBIIIOJIHUTE KOMdHAY

KOHTEeKCTHOI'O MEeHIO PaB'I)EHI/IHI/ITL SAYeNKH.

— Haxwmure coyeranue kiasumt Alt+Shift+M / ~Option+{Shift+M.
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JlaHHbIe, KOTOpbIe cofiepXKaTcsl B 00beJUHEeHHOM sidelike, IOMEIIAI0TCS B BePXHIOIO JIEBYIO
siYelKy MOJTy4eHHOr0 JIana3oHa. Sueiiku Mana3oHa HacjieytoT popMaTHpoBaHue 00beJTMHeHHON

STYeHKU.

4.4.14 IloBTOPUTH 3aroJIOBOK Ha KaKI0H CTPaHHIIe

HHorna TekCToBBIe TOKyMEHTBI coepaT OoJjiblive TabiuIbl, KOTOPble pa3MeIaloTcsl Ha
HeCKOJIbKUX cTpaHunax. [Ipuy pabore ¢ Oonpimiod Tabnuield IepUOANYECKHA IIPUXOJUTCS
BO3BpAll[aThCs K ee Hadaily, 4ToOBl yBUZIEeTh ee 3arojioBok. YToObl M3bexxaTb 3TOT0, HAaCTpOMTe
oTrobpakeHHe 3arojIoBKa Ha KaXKAOH CTpaHHIle, HA KOTOPOM paciioioXkeHa Tabiauma.

B kaudecTBe 3arosioBka MOXXHO YyKa3aTb I1€PBYIO CTPOKY TabJMI[bl WJIM HECKOJIbKO CTPOK
TabIUIIbI, BKIIIOYas [IePBYIO.

YroObl TIOBTOPUTH OIHY WJIM HECKOJIBKO CTPOK B KayecTBe 3arojloBKa TaOJIUIIbI, BBIIIOJHUTE
cllefiyIoliye AefCTBUS:

1. Yxaxure oJIHy UM HECKOJIBKO CTPOK, KOTOPbIe OyAyT SIBJISITHCS 3aT0JIOBKOM TabJIUIIBL:

— Ecnu TpebyeTcst OBTOPSTH Kak 3arojIoBOK OJIHY CTPOKY, YCTAaHOBUTE B Hee KypcCop,
BBIJIeJIMTe B Hel JII00YI0 siYeliKy WK BBIIeJIUTe ee I1eJIMKOM.
— Ecmu Tpebyercsi NOBTOPSATh KaK 3arojIOBOK HECKOJIBKO CTPOK, BBIJIEJIUTE B JaHHBIX
CTpOKax J1t000M AUaIia3oH siueeK UM Bbl/IeINTe JaHHble CTPOKU 1IeJIUKOM.
2. Ha nanenu uHCTpPyMeHTOB, B pasfiesie Tabsuia HaXkMuUTe KHOIIKY % (IloBTOPATH KaK

3aroJIOBOK Ha Kaxkmou crpanune) (cM. Pucynok 198).

x
2B mEB O B pemery
HH A E a % {iur:} DEbIYHbI K

TaGanua Ctram

Pucynok 198 — Knonka IIoBTOpPSITH Kak 3aroJIOBOK Ha Ka:K/I0M CTpaHUIIe

YToOBl OTMEHWUTH MOBTOpPEHHe 3arojioBKa Ha KaXk[IOM CTpaHUIle, BBIIIOJIHWTE Cllefyollne
JIeriCTBU:
1. YcraHoBute Kypcop B JO0OyI0 S9elKy WJIM BbIIelMTe JIIOOOW [Mana3oH s4eek B
Tabuile.
2. Ha manenu uHCcTpyMeHTOB, B pasfeiie Tabmmma (cm. Pucynok 198) HaxkmuTe KHOIKY

% (IToBTOpPATH KaK 3aroJIOBOK Ha KaXK/I0H CTPaHHIIe).
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4.4.15 IIpeobpa3oBaTh TEKCT B TAOIHILY

[Tpeobpa3oBanue TekcTa B TabIUITY MOXKHO BBIIOJIHUTE C TIOMOIIBIO KOMAHIHOTO MEeHIO WK
TaHeJId UHCTPYMEHTOB.

[Ipu pa3memiennu TekcTa B Tabiuile Kakabld ab3ar] MOMeIIaeTcsl B OTHENbHYIO SYerKy.
Tabnuia 3amonHseTcs ab3aramMu cjieBa HallpaBoO, CBepXy BHUS.

Ecmm npeo6pa3oBaHye OCyIecTBIIsSIeTCs C MTOMOIIbI0 KOMaH/IHOT'O MEHIO, TO TI0 YMOTYaHHUIO
co3faeTcst TabyuIa, KOTOpasi COIepXKUT TPy CToJbma. KomudyecTBo CTpOK Tab/IUIIbI OnpeiesseTcs
aBTOMATUYECKH IO KOJIMYeCTBY ab3alleB B TEKCTe.

Ytobbl mpeobpa3oBaTh TEKCT B TAONMIy C IMOMOIIbIO KOMAHIHOTO MEHIO, BBITIOJTHUTE
clleflytoliye AeiCTBUSL:

1. Otpmenurte 3HAKOM ab3ara KaXAbli GpparMeHT TeKCTa, KOTOPbIM He0OXOAMMO BCTaBUThH B

OT/EJIbHYIO SYeHKy.
2. Beimenure BeCh TEKCT, KOTOPbIM HEOOXOAUMO BCTaBUTh B TAOIUILY.

3. Bribepute myHKT koMaHHOTO MeHIO BeraBka > Tabmmma (cM. Pucynok 199).

Bcraska @opmar  Whctpymentm Bug OB

Mzobpaxerne...

TekcToBoE Noae

Durypa 4

H O H@

Tabanua...
Pucynok 199 — Komangnoe mento BeraBka

Ecimm npeobpa3oBaHue Tekcra B TabJMIly OCYIIeCTBJISIETCSI C IIOMOIIBIO IaHeNn
MHCTPYMEHTOB, TO KOJIMYeCTBO CTOJIOIIOB TabJMIIBI MOXKHO YKa3aThb Bpy4Hylo. KomudecTBo CTpok
TaOJIUIIBI OIpeJiesisieTCsl aBTOMAaTHUYeCKy 110 KOJIMYecTBY ab3alleB B TeKCTe He3aBUCHMO OT TOrO,
Kakoe KOJIM4eCTBO CTPOK BbIOpaJl II0/Ib30BaTelb.

Yto6b! npeobpa3oBaTh TEKCT B TAO/IMIy C MOMOIIbIO ITaHeId WHCTPYMEHTOB, BBIIIOJIHUTE
cllefiyIomiye AefCTBUS:

1. Otnenure 3HaKOM ab3aria Kax/bli ¢pparMeHT TeKCTa, KOTOPbIM He0OXOAUMO BCTaBUTh B

OTHEJIbHYIO STYelKY.
2. Beigenure Bech TEKCT, KOTOPBIM HEOOXO/IMMO BCTaBUTh B TAONIHUILY.

3. PasBepHuTe maHesnb CO3MAHUS TAOIUIIBI OTHUM U3 CIIEAYIONUX CIIOCODOOB:

[
— Ha nmanemu HUHCTPYMEHTOB, B pa3fjejie BcraBka HaxkmuTe KHOIIKY L

__i (Tabsmma)

(cm. Pucynok 200). Beizenure KypcopoM TO KOJMYeCTBO CTOJIOIIOB U CTPOK,

KOTOpOe J0JKHA CoJiep>KaTh TabJuIla, U IMIEeJIKHUTE JIEBOM KJIaBUIIIeH MBIIIIH.
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AaBoBr

3aronoeok 1

L S
B B @ =

Crrnan

AaBoBel AaBEbBeIl

3aronoeok 2 3aronoeok 3

Tatnuua 3x2

4

Pucynok 200 — Knorka Ta6mma

Ha manesm uHCTpyMeHTOB, B pa3zierne BeraBka HakmuyTe KHOMKY == (cM. Pucynok 201).

Ha orobpasuBiiieiics maHe M BCTaBKK HABeIUTe Kypcop MbIiy Ha KHOMKY HH Taoumma.

Boiienure KypcopoM TO KOJMYECTBO CTOJIOIIOB M CTPOK, KOTOpOe JIOJDKHA COfIepyKaThb

TaOJINIIA, U IIEJIKHUTE JIBOU KJIABUIIIeH MBIIIIN.

AaboBel AaboBr AaBoBel AaB6Bell

OBbIYHBIN Jaronosok 1

3aronceok 2 3aronoe~

DD%

EleE @HI

i

||v|:

a &

Tabamya 3x2

2

Nao6pamerne..,

TekcToeoe none

Durypa

Tabanua...

Dopmyna..

'CI'IELI,HE."IbeIE CHUMBOABL...

Pazpbie cTpaHWLUB
Paspwie pasgena
Homepa cTpaHuL,.,
KonoHTuTy b

OrnasnaeHne

Cebinka..,

Pucynoxk 201 — Ilanenb BcTaBkU
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4.4.16 IIpeodpa3oBaTh TabJIMIy B TEKCT

Yto06b! peobpa3oBaTh TAOIUILY B TEKCT, BHIITOJIHUTE CJIEAYIOIIHE IeHCTBUS:

1. Broimenute tabnuiy (cM. paznen 4.4.7).

2. BrbimonHWTe KOMaHIy BbIPE3aHHsI WM KOIMHWPOBAHUS TaOMUIIBI JIIOOBIM yIOOHBIM
criocobom (cMm. pasgen 4.9.1).

3. BroimosiHATe KOMaHAy BCTaBKHM 0Oe3 ¢GOpMaTHPOBAaHUS JIOOBIM yAOOHBIM CIOCOOOM

(cMm. paznen 4.9.2).

TekcT ¥3 OgHOM CTPOKHM TaOJIMIIBI BCTaB/IIeTCs B ofuH ab3ar. B kadecTBe pasmenurens

JAdHHBIX U3 sd49eeK UCIIOJIb3YeTCs 3HAK T86YJIHIII/II/I.

4.4.17 Y panuTh CTOJIOIBI NI CTPOKHU

YToObl yAamuTh OIWH WM HECKOJIbKO CTOJIOIOB WM CTPOK, BOCIOJB3YHTECh OJIHHUM W3
CJIeJIyIONIMX CIIOCOOOB:
1. Bpimenure [aHHBIe CTONOLBI/CTPOKA WM S[YEHKH, pacIOJIOKeHHble B HHUX. 3areM
BBITIOJTHUTE OJTHO U3 CJIeJYIOMIUX JIeWCTBUM:
— Bruibepute nyHkt komangHoro MeHio ®opmar > Tabaumna > Yaanurs crosder /

Ynamutsh cTpoky (cMm. Pucynok 202).

Dopmat  MHcTpymedte Bug  OBwwi goctyn  Cnpaeka

OuncTuTe dopMaTHpoBaHKE Ctrl+Space vl 14 |v| A A+ +E v =
WpndTe: "l AR e Av €~ Ee s
BoipaeHneanue r
AB3au

MNoeopoT TekcTa ’
WzocbBpaxernue ’
Tabawua P TR BcraewTe CTPOKY BbilWe Alt+A

&5 BectaBwTh CTpOKY HUXE Alt+B

E Beragwte cTonbey cnesa Alt+L

ﬂ Beragute cTonbey cnpaea Alt+R

d ¥aanuTe cTpoKy Ctrl=Alt+R

w Y¥aanute ctonbey, Cirl+Alt=1

B  YaanwTe Tabamuy Alt=5Shift+T

Pucynok 202 — Komananoe mento ®opmar
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— Ha maHenu WHCTpyMeHTOB, B pasferne TaOuuma HaXXMUTE KHOIKY @ (Ymanurs

crosoen) wiy g (Y aaurhb cTpoky) (cM. Pucynok 203).

O v [

= E mEB S B sy
% e E ﬂ ﬁ {1:'!} DBbIYHBIK
TaGanua CTunm

Pucynoxk 203 — Paznen manenu nacrpymenToB Tabuuma

— IlpaBoii KHOMKOM MBIIIM IIEJIKHUTE IO JII0O0MYy MecTy BbIOpaHHOTO Jualia30Ha

Y BBITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JaJIUTh CToJI0er] / Y AaJINTh CTPOKY.

— Haxwure coderanve kiasuil Ctrl+Alt+U / ~Option+3Cmd+U, 4T06b! yAanuTh

OIUH WIX HeCKOJIbKO CTobmoB, wiu coderanue kiasum Ctrl+Alt+R /
~Option+3Cmd+R, 4T00ObI YHAINUTH OJIHY UJIM HECKOJIbKO CTPOK.

2. Broipgenure maHHBIE CTOJIOIBI/CTPOKU IEJTMKOM U HAXXMHUTe coderaHue kimaBuin Ctrl+- /

¥Cmd+-.

4.4.18 Y panuth Tadmuiy

YToOb! yIanuTh TabJIUITy, BOCIIOIb3YHTECh OHUM K3 CIIeAYIONIUX CIIOCOOOB:
1. Boigenure yt060¥ 371eMeHT TabJIMIIBI WM TabJIUITY IeJIMKOM. 3aTeM BBITIOJTHUTE OIHO U3
CIIeIYIOIUX JTIeUCTBUM:
— Bruibepute nyHkT komaHgHOro MeHio Popmar > Tabmunma > Ymanurth Ta0aumy
(cm. Pucynok 202).
— Ha manenu uHCTpyMeHTOB, B pasjieiie TabJsmma HaXXMUTe KHOIKY £2%) (Y nanursh
Tabmuiy) (cm. Pucynok 203).
— IlpaBo¥i KHOIKOW MBIIIK IEJKHUTE 10 JII000MYy MeCTy B TaOJuIle W BBITIOTHUTE
KOMaH/1y KOHTeKCTHOTO MeHIO Y JaJIUTh Ta0IuILy.
—  Haxwmure coueranue knasum Alt+Shift+T / ~Option+{Shift+T.

2. Brbigenure TabnuIly 11eJIMKOM U HaXkMuTe codetanue kiapuil Ctrl+- / 8Cmd+-.
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4.5 Pabora c n3obdpa:keHUAMHU

4.5.1 BcraButh H300paxenue

B TekcTOBBIN IOKYMEHT MOXXHO J00ABIISTh H300paXKeHHsI:
— C KOMIIBIOTEpa;
— u3 6paysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— W3 TEeKCTOBBIX U TaOIMYHBIX PedaKTOpoOB, BXOOAINIMX B COCTaB O(l)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ nsobpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,
TIFF u TIF.

4.5.1.1 BcraBuTh H300paxkeHue ¢ KOMIbITepa

YToObl BCTaBUTH B JOKYMEeHT u300pakeHHe C KOMIIbIOTEPA, BBIMOJIIHUATE CIIeAYIOIre

JEeNCTBUS:
1. VcranoBuTe Kypcop Ha TO MeCTO B J[JOKyMeHTe, KyJa HeoOXOOUMO BCTaBUTh
n3obpakeHue.
2. BpeinonHUTe KOMaHAY BCTaBKU OJIHUM U3 CJIeIyIOIMINX CIIOCOOO0B:

— Bribepute myHKT KOMaHHOTO MeHIO BeraBka > M3o0pamenue (cM. PucyHok 204).

Beraeka @opmar  WHctpymentm  Bug OB

[]  WzobpameHue...

TekcToBDE None

Pucynok 204 — KomangHoe menio BeraBka

o
— Ha nanenu uHCTpyMeHTOB, B pa3ieie BecraBka Ha)kMUTe KHOTIKY (A300paxkeHue)

(cm. Pucynok 205).

AaboBe AaBo0Bel AaBeBell .. [1. C

Jaronosok 1 3aronoeok 2 Jaronoeok 3 L1

pot
<

Brraska o

Pucynoxk 205 — Knonka 300paskenue
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— Ha nmanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOTIKY === (cM. Pucynok 206).

Ha 0T0Gpa3HBIIIENCS TAHEIH BCTABKH HAKMKTe KHOTIKY || Mi306pancenye.

DSy 00 W
5 @ @ =

E Wzobpamerne.. ~

Aab0oBr AaBoBsl AaBeBell ...

Jaronosok 1 3aronoeok 2 Jaronoe~r 2

11

]:[ TekcToBDE NOne

5 Q

Durypa ¥

Pucynok 206 — [1anenb BcTaBku

3. B okHe daioBoro MeHemxepa BbiOepuTe H300pakeHHe, KOTOpoe HeobX0JIUMO

BCTdBUTD, U HA’KMHUTE KHOIIKY OTKpBITb.

4.5.1.2 BcraBuTh H300paxkeHue U3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH H300pakeHHWe U3 Opay3epa WIX JIPyroro peaakTopa, BBIMOJIHUTE
CJIeJIyIolre IeNCTBUS:
1. Cxonwmpy¥ite nu300pakeHre U3 UCTOYHHUKA.
2. YcraHOBUTE KypcoOp Ha TO MeCTO B JOKyMeHTe, KyJa HeoOXOJWMO BCTaBHUTh
u3zobpaxxeHue.
3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHX CII0CO00B:

— Bribepute myHkT koMaHHoro MeHio IIpaBka > BeraButh (cMm. Prucynok 207).

Mpaeka Bcraska @opmar  Vectpymedte  Bug O
2 OtmeHuTs Ctrl+Z
T ToeTopuTs Ctri+¥
oo Buipesats Ctrl+X
Kenwpoeate Ctrl+C
|E| BrTaeute Ctrl+W

Pucynok 207 — Komangnoe menro IlpaBka
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— Ha maHenmu mMHCTpyMeHTOB, B paszene IIpaBka HaXXMUTE KHOIKY B (BcraBuTb)
WM Ha)XXMUTE CTPeJIKy CIpaBa OT KHOMKHU 1N (BcraBUTB) U BBINOJIHUTE KOMaHIY

BcraBuTts (cM. Pucynok 208).

Daiin [paeka Beraska Qopmar  Weorpymedts Bug  OBwwi gocty

|Ej| é v KO Thames
ok

+ B2

NoBasuTs = v o C
ﬁ BrTaEnTe
M3gpaHuoe d®ann Mpaeka

BcTaEWTe TONBKD TEKCT

Pucynok 208 — Knonka BcraButh

— H_IeJ'I‘IKOM HpaBOﬁ KHOIIKM MBIIIHN OTKpOfITe KOHTeKCTHOe MEeHIO M BLIIIOJIHUTEe
KOMaHy BcraButh.

— Haxwmure couerauue xinasuml Ctrl+V / $Cmd+V.

ﬁ Ecmu B JOKYMEHT Tpe6yeTc;[ BCTAaBUTH TEKCT C I/I306pa)KEHI/I}IMI/I, CKOHI/IPYI\/'ITE M BCTaBbTe

TEeKCT U 1/1306pa>1<eH1/m I1I0 OTOEJIbHOCTH.

4.5.2 N3meHuTH pazMep HN300paxkeHust

Pa3mep nzobpakeHrst MO>)KHO U3MEHUTh C COXpaHeHWeM WU 6e3 coXpaHeHHs ITPOIIOPIIUH.

H3meHeHVe pa3MepoB HeJJOCTYIIHO Uil M300pakeHWH, pa3BepHYTHIX IO IIPOU3BOJIbHBIM

YTJIOM B JIFOOOM JIPYI'OM TeKCTOBOM peZlaKTope.

4.5.2.1 U3meHuTs pazmep n300pa:keHUs C COXpaHeHHeM PO P

Yrobbl OBICTPO M3MEHUThb pa3Mep U300pakeHHs C COXpaHEHHeM IPONOPLWH, BBIIOIHUTE
CJIeyIouye qeiCcTBUS:
1. Breimenure nzobpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. Y7epxyBasi JIeBYIO KHOIIKY MBI, IIPOTSIHUTE JIF0O0M U3 YIJIOBBIX MapKepOB PaMKH Tak,
yT0OBI M300paKeHre MPUHSIIO HeoOxoquMbIl padmep (cM. Pucynok 209).

3. OrtnycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3aHMKCUPOBATh HOBBIM pa3Mep U300pakeHusl.
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Pucynok 209 — U3MeHeHre pa3mepa n3obpakeHUsI C COXpaHeHWeM ITPOIOpIIHN

YToObl M3MEeHUTh pa3Mep H300paKeHHs C TOYHOCTBbIO [0 MUJUIMMETPA, BBINOJHUTE
CJIeyIolve IeNCTBUS:
1. Beigenute uzobpaxkenue.
2. Ortkpoiite okHO Pa3mep u moJsioxkeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Broibepute nyHkT komaHpgHoro MmeHio Popmar > H3odbpaxkenwe > Pa3mep u

noJsoxenue (cMm. Pucynok 210).

Dopmat  WHctpymentw Bug  OBwwi goctyn Cnpaeka

OuKcTuTE dopuMaTHpoBaHme Ctrl+5pace ? 2 = v =
WpndgTe r 1— —

pug CNOHEHWE e
BbipagHWEaHWE r

Ab3au

MoeopoT TekcTa L
Wzobpamerne k Of6TekaHWe TEKCTOM r
TaBnuua L

=% Pazmep v nonomxeHwne

CoxpaHuTe nzobpaxkeHue..,

Pucynok 210 — [Togmento M300pazkenue

— Ha nanenu uHCTpyMeHTOB, B pasfieie M3o00paxkeHne HaXkKMUTe KHOTKY (- : Pa3mep

u nojioxkenue (cMm. Pucynok 211).

Dopmar  WncTpymedtes Bug OBuwwid goctyn  Cnpaeka

X 0O By &v TEbrewe v F S
O & 7 Pasmep n nonomeHne W= v
Mpaska HMaobpaxeHne AG3ay

Pucynok 211 — Knonka Pasmep u nosioxeHnne

— OTKpOfITe KOHTeKCTHOe MeHIO IIeITYKOM HpaBOﬁ KHOIIKKM MBI KW BBIIIOJIHUTE

koMaHly Pa3mep u nmoJsioxkeHue.
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3. B okne Pasmep u mosoxkenue (cMm. Pucynok 212), B monsax Illmpura u BeicoTa
yKaXXuTe TpebyemMyto TUPUHY U BBICOTY U300pakeHusl.

4. Haxwmure kHonky OK.

Pazmep v nonoxeHne et
WwnpuHa: Boicora:
o~y o~y
341 cm L =2 254 m "
Neewii oTeTyn: Bepxnuii otcyn:
o~y o~y
3,00 cm . 2,00 cm .

CT:T:.-'I'I OTCHYWTBIBAETCA OT K28R CTRaHMLUBL.

Pucynok 212 — OxHo Pa3mep u nmoJioxkeHue

4.5.2.2 3meHUTH pazmep H300pa:keHUus 0e3 COXpaHeHHS MPOIOPIIHIA

YT0o6B! OBICTPO U3MEHUTh pa3Mep H300pakeHUsI 6e3 COXpaHeHMs MPOIIOPIKH, BBIIOIHUTE
CJIeJIyIolre IeNCTBUS:

1. Brigenute uzobpaxeHue, pa3mep KOTOPOTro HeOOXOIUMO U3MEHUTD.

2. YIepxuBas JieByl0O KHOIKY MBbIIIM, I[lepeMecTdTe OAWH U3 MapKepoB paMKH

nzobpaxenust (cMm. Pucynok 213):

]

Pucynok 213 — M3meHeHue pa3mepa n3o0pakeHus: 6e3 coxpaHeHUs TPOIOPIUI

— U1 W3MeHeHHs BBICOTHI M300pakeHHs IlepeMecTUTe BepXHUW WIM HIDKHUHN

MapKep paMKy;
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— JUid UW3MeHeHMs] IIMPUHBI H300paKeHWs IepeMecTUTe JIeBbId WM TIpaBbli
MapKep paMKH.

3. OrtmycTuTe JIeByI0 KHOIIKY MBI, YTOOBI 3apMKCUPOBAaTh HOBBIM pa3Mep U300pakeHusl.

YToObl H3MEHUTb pa3Mep H300paKeHUs] C TOYHOCTHIO 0 MWIIMMETpa, BBIIOJIHUTE
CJIeyIolye IeNCTBUS:
1. Boigenute uzobpaxenue.
2. Ortkporiite okHO Pa3mep u noJsioxeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— DBroibepute nyHkT KomaHaHoro meHio Popmar > W3obpaikenue > Pasmep m

noJioxkenue (cM. Pucynok 214).

Dopmat  WHctpymentw Bug  OBwwi goctyn Cnpaeka

OuKcTuTE dopuMaTHpoBaHme Ctrl+5pace ? 2 = v =
WpndgTe r 1— —

pug CNOHEHWE e
BbipagHWEaHWE r

Ab3au

MoeopoT TekcTa L
Wzobpamerne k Of6TekaHWe TEKCTOM r
TaBnuua L

=% Pazmep v nonomxeHwne

CoxpaHuTe nzobpaxkeHue..,

Pucynok 214 — [Togmento M300paskenue

— Ha nmanemu uHCTpyMeHTOB, B pa3ziene M3o00paxkeHne HaXXMUTe KHOIKY (- : Pa3mep

u nojioxkenue (cM. Pucynok 215).

Dopmat  WiHcTpymedTe  Bug  OBwwi goctyn Cnpaeka

— —
;{; ﬁ v é v = B tekcTe w o = v
) e .
<__) L_J“' Q D}‘ Pazmep v nonoxeHne M=
Mpaeka HMaoBpaxeHne Ab3ay

Pucynok 215 — Knonka Pasmep u nmosioxeHnue

— OrTkpoiiTe KOHTEKCTHOe MeHIO I[eJYKOM IIPaBOM KHOIKM MBbIIIM W BBIIOJIHUATE

KOMaHy Pa3Mep H IT0JIOKEeHHe.
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3. B okxue Pasmep u momoxenme (cM. PucyHok 216) oTkiIoudTe aBTOMaTHYECKOe

CcoXpaHeHHe MPONopLri n3obpaxenus. st 3Toro HaXKMUTE KHOIIKY = (Coxpanurtnb
COOTHOIIIeHHe CTOPOH) TaK, YTOObI OHA MpHHsIIa BUJ C 7.
4. B nonsx Illupuna u BeicoTa ykaxxuTe TpeOyeMyIo IIUPUHY U BBICOTY M300paskeHUsI.

5. Haxwmwute kHonky OK.

Pazmep v nonosxeHne x
WupwHa BricoTa
341 cm o 254 cm )
Neewi oTcTyn BepxHwia oTcTyn
3,00 cm - 2,00 cm )

-J::TCT: N OTCYWMTRIBIETCA OT K28R CTREaHWUE

Pucynok 216 — Oxao Pa3mep u noJioxeHme

4.5.3 N3MeHUTDH NO3UITHIO N300paKeHUsI B TEKCTe

H3o0paxkeHre MOXeT pacrojiaraTbCs OTHOCHUTEJIbHO OCHOBHOTO TeKCTa JOKyMeHTa
CJIeIyIOIIUMU CITIOCOOaMU:
— B Tekcre — n300pakeHue SIBJISIETCS YaCTbIO TEKCTA KaK CJI0BO WJIM 3HAK MPeluHaHUS;
— Bokpyr pamMku — TeKCT oOTekaeT MpPSIMOYTOJIbHYIO PaMKy, B KOTOPYIO IOMeIaeTcst
HU300paKeHue;
— CBepxy U CHH3Y — TEKCT PaCIiojlaraeTcs BbIIIe U HUXe U300paKeHus;
— Ilepen TexcToM — U300pakeHUe pacrojiaraeTcs nepeji TeKCTOM B BUJle BEPXHEro CJIos;

— 3a TeKkcToM — n3o0pakeHue pacriojiaraeTcs 3a TEeKCTOM B BUJIe HUXKHETO CJIOS.

[Io ymomuanuio u3zoOpakeHuwe pacnojaraercsi B Tekcre. UToObl M3MEHUTH IMO3UIUIO
M300pakeHusl, BHITTOJIHUTE CIIeIYIOIIHe IeHCTBUS:

1. Beimenure Tpebyemoe wu3o0paxeHue. YToObl BbIIEIUTh H300pakeHHe, KOTOpoe

HAXOJIUTCS B TMO3UIIMU 3a TEKCTOM, HaBeJlUTe HAa HEro KYpPCOpP MBIIIKM U HaXXMUTE Ha

0TOOPa3UBIIYIOCS KHOIIKY @®.
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2. Orobpa3uTe CIHCOK BO3MOXHBIX [O3UIMN H300pakKeHUs] OJHKMM U3 CJIeyIOIINX
CHoco0O0B:
— Bribepute nyHKT komaHaHoro meHio dPopmar > H3obpaxkenme > O0TekaHue

TexkcToM (cM. Pucynok 217).

Dopmatr  MHotpymedter Bug OBwwi poctyn Cnpaeka

OuncTuTe fopmaTipoBaHne Ctrl+5pace w 22 =~ = = = = kR
LWpwdTe r 1— — —
pud oNOHEHWE M= e= 2= :E[ i C”
BripaeHuBaHwe r
AB3ay
MoeopoT TekcTa L
K306 pakeHne r OBTekaH e TEKCTOM P 0= B Tekcre
Tabamua LS _
&7 Pasmep v nonowedne 0 Bokpyr pamew
CoxpaHuTe nzobpaxerue.. T Ceepxy W CHU3Y

=]

Mepes TexcTom

3a TexcTom

It

Pucynok 217 — [logmenio ObTekaHne TEKCTOM

— Ha nanenu uncTpyMeHTOB, B pasziese F3o0paxeHne HaO)XMUTe KHOIIKY ~ CIIpaBa OT

TeKyIei nmosuiuu nzobpaxenus (cMm. Pucynok 218).

Dopmat  VHcTpymednTe Bug  OBwwi goctyn Cnpaeka
‘}f; ﬁ w é v = B TekcTe v 2 = v
S C &

Mpaeka

= B Ttekcte

0= Bokpyr pamkw

E Ceepxy W CHW3Y
: Mepes TekcTom

3a TekcToM

Pucynok 218 — Beibop no3utiuu u3obpakeHust

— IlpaBoii KHOIIKOH MBIIIK IIEJIKHHATE TI0 H300paKeHWI0 W BBIMOJIHUTE KOMaHIy
KOHTeKCTHOro MeH0 O0TexaHHe TeKCTOM.

3. B oTkpsiBIIEMCSs IOJMeHIO BbIOepuTe TpebyeMyIo IO3UIINI0 N300paXkeHus!.
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H3zobpakenue, koTopoe pacronaraercss B Tekcre, MOXXHO BBIPDOBHSITb IIO I'OPU3OHTAIU
(pacrioyiokuTh CJieBa, ClipaBa WM 10 IeHTPY CTpaHMIbl) (cM. pasgen 4.3.3.1). Eciu mpu stom
r3o0pakeHHe He OT/IeJIeHO OT TeKCTa ab3al[HbIMU OTCTYIIaMH, TO BbIOpaHHOe BhIpaBHHUBAHUe TaKXKe

MIPUMeHsIeTCs. K TeKCTY, HaxXOJISIIeMyCsl B TOM e aparpade, 4To U U300pakeHue.

4.5.4 TlepemecTHTh N300paXkeHHe

H3o6paxkeHre MOXXHO IlepeMeliaTh CIelyI0IMMU CII0CO0aMHu:

— IepeTacKUBaTh, yIep>KUBas JIeBYIO KHOIIKY MBIIIIH;

— IepeMellaTh M0 BePTHUKAJIM WM 10 TOPU30HTAIM C MOMOIIbIO KJIAaBUMI «—, T, |, — Ha
KJIaBUAType;

—  yKa3bIBaThb OTCTYIIbI U300paXKeHUsI OT JIeBOT'0 U IIPABOI'0 Kpasi CTPAHUIIBL.

4.5.4.1 IlepemecTUTH C IOMOUIBIO MBIIITH

YtoObI mepeMecTUTh U300pakeHue C TOMOIIBIO MBIIITH, BBIIIOJHUTE CJIeIyIolre JeHCTBHUS:

1. Boigenurte uzobpaxenue, KOTOpoe HEOOXOJIUMO IIEPEMEeCTHUTb.

2. YIepxwuBas JIeBYIO KHOIIKY MBIIIH, TlepeTalinuTe u3obpaxeHre Ha TpebyemMoe MeCTO B
IIOKyMeHTe.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIHY, YTOObI 3aUKCUPOBATD [TO3UIMI0 U300pakeHHUsl.

4.5.4.2 IlepemecTuTH C NOMOIIBIO KJIAaBUII KJIABHATyPbI

[lepemenienne c mnoMoulIpIO0 KIaBUII <—, T, |, — HENOCTyNHO il H300pakeHus,

pacnionoxxeHHoro B Tekcre (cM. pa3pen 4.5.3).

YToObl TepeMecTUTh H300pa’keHWe C TIOMOIbI0 KIIABMIN KJIABUATYpPhl, BBITIOJHUATE
Clleqlytolire AeiCTBUS:

1. Beigenurte nuzobpaxeHue, KOTOpoe HEOOXOJIUMO ITePeMeCTHUTb.

2. Tlepemectute M306pakeHHe BJIeBO/BIPAaBO/BBepxX/BHU3, HAXKUMasl Ha KJIaBUIy <«—, —, T

WIH |.

[lar NnepeMeIICHUA 3aBUCUT OT Macirada JAOKYMCHTA:

— eciu Maciatabd < 200%, To mar = 4 MMm;

— ecym maciarad > 200%, Tto mar = 1 MM.
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YroObl yBEJIMIUTD IIAT, IepeMerianTe u300pakeHre KiaBUIIaMu <«—, T, |, —, yAepxuBas
Hakatoi kiasuy Shift. B maHHOM citydae mmar rnepemeliieHus 6yieT paBeH:
— eciu mactarab < 200%, to mar = 4 cMm;

— eciu maciatad > 200%, to mar = 1 cm.

4.5.4.3 Yka3aTh OTCTYIIBI OT JIEBOT0 M BepXHero Kpasi CTpaHHIbI

H3o006paxkeHre MOXHO IepeMecTUTb, yKa3aB ero OTCTYIIbI OT JIeBOTO M BepXHEro Kpas

CTPaHMUIIBI.

JlaHHBIH cr10CO6 MepeMeliieHHsI HeJIOCTYIIeH JJisi M300paXkeHuUs], pacroyiokeHHoro B Tekcre

(cm. pasmen 4.5.3).

YT0oOBI yKa3aTh OTCTYIIBI U300pakeHus], BBIIIOJIHUTE CJIeAYIOIIye TeHCTBUS:
1. Boigenure uzobpaxeHnue.
2. Orkpoiite okHO Pa3mep u mosioxkeHue OJJHUM U3 CJIEIIONIHMX CIIOCOOOB:
— DBroibepute nyHkT kKomaHaHoro meHio Popmar > W3obpakenue > Pasmep u

noJsioxkenue (cM. Pucynok 219).

Qopmat  MHcTpymente Bug  O6wmid goctyn Cnpaeka

OuMcTHTE dopMaTHpoBaHHeE Ctrl+5pace - 2 = =
WpndTe 4 .

prdy ONOKEHNE R
BripaeHueaHmne L4

AB3ay

MNosopoT TekcTa g
Mzobpamedne L4 OBTeKaHWe TEKCTOM L
Tabavua 4

£ Pasmep u NONOMEHWE

CoxpaHuTte n3ohpameHne...

Pucynok 219 — [Togmento M3o00pazkenue

— Ha maHenu uHCTpyMeHTOB, B pa3zieiie M300paxkeHue Ha)kKMHUTe KHOTIKY - : Pa3mep

U nojoxenue (cM. Pucynok 220).

Gopmat  VnctpymenTer  Bug  OBwwii gocyn Cnpaeka

J— —
Q{; ﬁ ~ é A C= B rekcre - E =
s e —
(__) g Q D?' Pazmep u ncmoxewel M= v
Mpaska HMaobpameHune Ab3ay

Pucynok 220 — Knonka Pazmep u mosioxenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHzy Pa3mep u noJioxkeHue.
3. B okxue Pasmep u mosoxkenue (cM. Pucynok 221), B none JleBbIii OTCTYIl yKaXkuTe
OTCTYIl OT JIeBOrO Kpasi CTpaHuIpl. B mosie BepxHmii OTCTym yKaXuTe OTCTYIl OT
BepXHero Kpasi CTPaHHIIbL.

4. Haxwwure kHonky OK.

Pazmep n nonoxenne x
LWkpuHa: BmicoTa:
Eal el
341 cm L = 254 cm "
Jleewif oTCTYN: BepxHui oTcTyn:
Eal el
3,00 cm » 2,00 cm "

CTCT}'I’I OTCHWTBIBAETCA OT K2aA CTPpaHWLbI.

Pucynok 221 — Oxno Pa3mep u nosioxxenue

4.5.5 CoxpaHuTh H300paxkeHHe

H3o6pakeHue 13 JOKyMeHTa MOXXHO COXPaHUTh Ha KOMIIbIOTepe.
J11s1 3TOTO BBIMIOJIHWTE CIleAyIOle IeUCTBHUS:
1. Boigenurte uzobpaxeHnue.
2. BbinonHKTe KOMaH/y COXpaHeHUs! OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— Bruibepute myHkT komaHgHoro MeHio Popmar > H3zobpaxenue > CoxpaHHTH

u3oopaxkenue (cMm. PucyHnok 222).

Dopmar  MHcTpymentm Bug  OBwwi goctyn  Cnpaeka

OunctuTe dopmaTupoBaHmne Ctrl+Space v > =~ =
WpudTm + I — —

pud onoHEHHE R
BmpaeHweaHue 4

Ab3ay

MosopoT TekcTa 4
Mz06pamerHne + O6TekaHWe TEKCTOM L4
TaBawua 4

7 Pasmep v nonoxeHue

CoxpaHnTe n3ohpakeHve..,

Pucynok 222 — Ilogmenio N3o0pakenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHy CoxpaHUTh H300paxeHue.
3. B oxHe ¢aitsioBoro MeHepkepa BblOepUTe MANKy AJis COXpPaHeHUs], yKaXuTe UM ¢aia

Y HaXkMUTe KHONKY COXpaHUTB.

H306pa>KEHI/Ie COXpPaHAEeTCda B UCXO/JHOM pa3mepe.

Ecimmn u3obpakenre 6110 0Ope3aHO B IOKYMeHTe C MOMOIIbI0 CTOPOHHETO MPUJIOXKEeHU s,

TO OHO COXPaHsSeTCs B UCXOAHOM (110 0Ope3ku) BUJIe.

4.5.6 Yaanuts uzo0paxeHnue

YToOBI ynanuTh U300pakeHre, BLITIOJIHUATE CIIeIyIolne eHCTBUS:

1. Brigemure nzobpaxeHre, KOTOpoe HEOOXOOUMO yIaiuTh. UT0OB! BbIIEIUTL H300paXkeHue,
KOTOpOe HAaXOJWUTCS B MO3UIMK 3a TeKCTOM (CM. paszen 4.5.3), HaBe[luTe Ha HEr0 Kypcop
MBIIIA ¥ HAXKMUTe Ha 0TOOPA3UBIIIYIOCS KHOIIKY @

2. BrblinonHUTe KOMaHy yajieHus OHUM U3 CIeIyIOIIUX CIIOCODOB:

— Ha mnanemu wuHCTpyMeHTOB, B pasnene HM3o0paykeHme HaXXMUTE KHOIIKY

(Ynanurs uzoopaxenue) (cM. Pucynok 223).

Dopmat  WHcTpymerTe Bug  OBwwi gocyn Cnpaeka

;»Y{o @ v é‘-" 0= B TekcTe w E [

—_ - —_

- ¢ 1 11—
< C & 5" Pazmep v nonoxeHne =

MNpaeka MzobBpamernmne AB3au

Pucynok 223 — Knonka Y panuTth u3odpaxkeHue

— HpaBoﬁ KHONKOM MBbIIIN IIEeJIKHUTe II0 I/I306pa)KEHI/II-O U BBIIIOJIHUTE KOMAHIOY
KOHTEeKCTHOI'O MEeHIO YlIaJII/lTI) HBOﬁpEDKEHI/IE.

— Haxmure Ha kiiaBuiry Delete v Backspace Ha kitaBuaType.

Ecnu uzobpakenue Haxonutcs B no3uiiid B Tekcre (cM. pasnen 4.5.3), TO ero MOXHO

YAQIUTh Kak TeKCT (cM. pa3zen 4.2.10).
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4.6 Pabora c purypamu

B OOKYMEHTbI MOXXHO J:[OﬁaBJIHTb (l)I/IprbI CJIeAyIomUX THUIIOB: JIMHWA, IIPAMOYI'OJIbHUK,

QIUIMIIC, TPeyrojbHUK, pOMO, 3arHyThlii yroJs, 3Be3/a, Cepile, CKOOKH, CTpesKH, BBIHOCKH,

TeKCTOBOe 1oJie. PUTypbl MOXKHO J00aBIIATh B JItoO0e MeCTo JOKyMeHTa, KpoMe CHOCOK.

4.6.1 BcraBuTh JIMHUIO

YTo0OBI I[OﬁaBI/ITb B JOKYMEHT JIMHHWIO, BBIIIOJIHUTE CiieAyroine JerCTBUS:

1.

OTkpo¥iTe TOJMEHI0 BCTaBKU OJIHUM U3 CJIeIyIOIINX CII0CODO0B:

— Bribepure myHKT KOMaHIHOTO MeHIO BeraBka > ®urypa > JIunnu (cM. PucyHok 224).

Bcraeka Qopmar  WHotpyments Bug  OBwwid goctyn  Cnpaeka

2]
"
EH
@

a[x

1 '[

mom #

QHF Wa3dd D

Hzobpaxerne..,

TekcToBoE None

Durypa

Tabanmua...
Dopryaa...

CI'IE'LI,HHJ'II:H Bl€ CUMBOAL...

Pasprie cTpaHuum
Paspwie pasgena
Howmepa cTpanuy,
KonoHTWTY A

CrnagneHwe

Coulnka..,

MepekpecTHan coulaka..,

Jaknagka...
CHocka

KommedTapuii

JaTa
Epemn

¥O Thames v 14 v~ AT AT =

[rpu—

& P

Manmm b JuHua
MpamoyroasHuK A Crpenka
3nnune " [eycTopoHHAR cTpenka

TpeyronsHuk
Pomb
Ctrl+Enter JarHyTsi yron
Jee3na

Cepaue

Crobku k

Crpenkn r

3 ZTaeadl>0 0N

Cirl<K Bmnocku r

— Ha mnauemu

Pucynok 224 — KomangHoe meHio BeraBka

WHCTPYMEHTOB, B pa3fiejie BcraBka HaXMHTe KHOIKY °=¢.

Ha

0TOOpa3uBIIeliCs NaHeJld BCTaBKU HaBeJUTe KypCOp MBIIIM Ha KHOIIKY A durypa

(cm. Pucynok 225).
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el AaboB=E

3aronoceok 1

TMHKUK

avd

OcHoBHBIE

O
w Q

Crobrw

[ ]

Crpenku

= 3

AaBo0BEl

AaBboBeIN

3arongg~-?

4
[

3aronoceok 2

G

T [ & M

L

G

{7

IRV I

=]
oad &t D -
1 O i
®

sus % v @ [ w

WzobpaxmeHue.,

TekcToBoe none

Durypa
R

Tabavua...

Dopmyna...

CI'IE'LI,MaﬂbeIE' CHUMBONB...

Pazpeie cTpaHnub
Paspwe pasgena
Howmepa cTpanvy,..
KonorTuTyne

COraaeneHune

Coanka...
MepekpecTHan cobLKE...
3aknagka...

CHocka

lata

Bpema

Pucynoxk 225 — IlaHenb BcTaBKU

2. B OTKphIBIIEMCA T1I0MEHIO BbI6epI/ITe TUIT JIMHUW [OJi1 BCTABKWU. JIMHHWS, CTPEJIKa,

ABYCTOPOHHSS CTpeJIKA. KprOp IMpUMeET BU] IlepekpecTusa — +

3. Ilpu HEOOXOAMMOCTH BbIOEpUTE THUI HAKOHEYHUKOB JIMHUU (CM. pa3zen 4.6.11).

4. ]lobaBbTe TMHUIO OJTHAM U3 CJIETYIOIIUX CITOCOOOB:

— IllenkHuUTe J1EBOM KHOMKOW MBIIIX 110 MECTY, B KOTOPOM JIOJDKHA HAaXOJIUThCS TOYKA

Hayasia JMHUU. B oKkyMeHT 106aBUTCSs TMHUS ATIMHOM 4,24 €M C YIJIOM HakJIOHA 45°.

— VYiepxxuBasi HA)XKaTOM JIeBYIO KHOIIKY MBIIIH, HAPUCYITeE JIMHUIO B TpeOyeMoM MecTe

IoKyMeHTa. YTOOBI 3aBepIINTh pUCOBaHUe, OTIIYCTUTE JIeBYIO KHOIIKY MBIIIIH.

5. Ilpu HEOOXOMUMOCTH peaKTUPYUTe JUIMHY U YTOJI HAaKJIOHA JIMHUM (CM. pasen 4.6.10).
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ITo YMOJIYaHHUIO JIMHHWS BCTAaBJIAETCA IIepel] TeKCTOM. HOSI/ILII/IIO JIMHUHW MO>XXHO HW3MEeHUTb

BpyuHy1o (cM. paszen 4.6.12).

4.6.2 BcraBuTh Qurypy

YT06b1 10O6ABUTH B JOKYMEHT PUTYPY, BBIIIOJITHUTE CleAYyIolre TeUCTBUS:
1. VcranoBuTe Kypcop B TO MeCTO JOKyYMeHTa, Ky/la HeOOXOAMUMO BCTaBUTh PUTYDY.
2. Otobpa3uTte ciicok GUTYpP OJJHUM U3 CIJIeYIOIIUX CII0COOOB:
— BribepuTe nmyHKT KoMaHAHOTO MeHIO BeraBka > durypa (cM. PucyHok 224).
— Ha mnaHenum wuHCTpyMeHTOB, B pasfene BcraBka HaxmuTe KHONKYy -<==. Ha
0TOOpa3UBIIIeNCs MMaHeJId BCTABKA HaBeIUTEe KypCOP MBIIIN Ha KHOIIKY o durypa
(cM. Pucynok 225).

3. B oTkpbiBIIeMcs oJIMeHI0 BbibepuTe Tpebyemyio Gpurypy.

4.6.3 BcTaBUTH TeKCTOBOeE I10JIe

TekcToBoe mojie — 3TO TEKCT B paMKe, KOTOprfI MO>XHO JIErKO IiepeMellaTb B IIpeaeaax
pedakTupyemoro JOKYMeEHTA. TexkcTroBble TMOJSI HMMEIOT mrpoKoe IIpuMeHeHrne UHu MOr'yT
HCIIOJIb30BATLCA, HAIIpUMep, OJId CO30dHUS MOJNNUCEH K 3JIeMeHTaM PUCYHKa WIN BBIHOCKU IIUTAT
M3 OCHOBHOI'O TeKCTa IJid ITpUBJIeYeHWs BHUMAaHHUA K HUM.

YT0OBI BCTaBUTH TEKCTOBOE 110J1e, BBIIIOJIHUTE Ciieayromne JeyCTBUS:

1. VYcranoBure KypCOp B TO MeCTO NOKYMEHTd, Kyld HeO6XO,I[I/IMO BCTAaBUTLH TEKCTOBOE II0JIe.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CII0Cco0O0B:

— Bribepute myHKT koMaHAHOTO MeHi0 BeraBka > TekcroBoe nosie (cM. PucyHok 226).

Beraeka @opmatr  WHctpymedtw  Bug O
MzobpaxeHwe..,
TekcTosoe none

Durypa r

H Qi ®

TaGavua...

-
‘-\.g.e'

Dopnyaa...

P

Pucynok 226 — Komangnoe menio BecraBka

— Ha nanenu uHcTpymMeHTOB, B pasziesie BecraBka HakMUTe KHOTIKY === (cM. PucyHok 227).

Ha orobpasusiieiics 1aHev BCTaBKy HaxkmuTe KHONKy [7] TekcroBoe moute.
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AabboBe AaB6BBl AaBoBsll ... [_]v v .

Jaronoeok 1 Jaronoeok 2 Jaronoa~?

HMzobpaxeHne.., ~

IZI TekcToBOE NoONe

S ? Q

Durypa >

Pucynoxk 227 — Ilanenb BcTaBKU

3. Baegute B TekcToBOe Iosie TpeOyeMbli TeKCT. PopMaTMpoBaHHe TeKCTa B TEKCTOBOM
110JIe OCYIIIeCTBIISIeTCs] aHaJIOTMYHO GOPMAaTHPOBAHUIO OCHOBHOI'O TEKCTa JIOKYMeHTa.
4. YToOBI CHATH BblJlelleHHe C TeKCTOBOI'O I10JIs, LeJIKHUTe 110 JF060My MeCTy JIOKyMeHTa

34 1pejejiaMy TeKCTOBOT'O I10JIA.

4.6.4 PenaktupoBath purypy

B mobyto ¢urypy, kpome JTMHUU, MOXKHO 100aBUThH CJIEIYIOIIME 3JIeMEeHThI:
— TekcT (cm. pazgen 4.2.1),

— wuzobpaxenwue (cM. paszen 4.5),

— ¢opmyiny (cM. paznen 4.8),

—  CCBUIKY (cM. pasnen 4.2.3),

— TIepeKpecTHYIO CChUIKY (CM. pa3zen 4.2.4),

— 3awianky (cM. pasmen 4.2.5),

— TeKyIIyIo AaTy Wix BpeMms (cM. paznen 4.2.7).

Yto0ObI 106aBUTE B GUTYpPy KAKOW-TMOO 371eMEeHT U3 MepeurCIIeHHbIX, [TepeiiuTe B peXXum
ee peJlakTUpoBaHus. {7151 3TOoro BeijleuTe GUTYPY IBOMHBIM IETYKOM MBIIIIH.
YToOBI BBIATA W3 pekuMa peJlaKTUPOBAHUS, IIeJKHUTEe TOo JIFoboMy MecTy JOKyMeHTa 3a

npeziesiaMu GUTYPBHI.
B Hacrosiee BpeMs peXXuM pelaKTUPOBAHUS He IOAJIepP>KHUBaeTcs Uil GUTYp, KOTOphIe

HAXOMATCS B TO3UNKMUA 3a TeKCcToM (cM. paszen 4.6.12), u mis ¢puryp, pa3BepHYTBIX O]

IIPOM3BOJIbHBIM yTJIOM B CTOPOHHUX TeKCTOBBIX pelakTopax.
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4.6.5 3anuBka purypsl

BuyTpenHIo0 obsacts 110608 GUIyphl, KpOMe JIMHWM, MOXHO 3allOJIHUTH LIBETOM WU

r3o0pakeHueM.

4.6.5.1 3anuBKa QUrypsI IBETOM

J11st 3amMBKYM GUTYPBI IBETOM BBITIOJIHUTE CJIeJIyIOl1e AeNCTBHUS:

1. Beimenute ¢purypy ofHUM IIETUYKOM MBIIIU WK BbliesiuTe GUTYPY JIBOMHBIM IIETIYKOM
MBIIIIH, YTOOBI TIEPEUTH B PEXKUM ee peJlaKTHPOBaHMUS.

2. UYToO6Bl 3am0IHUTL GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIUBKU

00BEKTOB paHee, Ha IaHeJM WHCTPYMEHTOB, B pasfene Purypa HaXMUTe KHOIKY

£ IIBet 3ammBKH (cM. PucyHok 228).

3. YroObl 3amogHuUTh GUTYpy APYTUM IIBETOM, HaKMUTe HA CTPEJIKY CIpaBa OT KHOIKHU

£ IIBeT 3auBKH.

- —_—

—

[ry—

II [.-2_ LEeT 3a1MEKKM \{:J} 0= B tekcre v

C|'|'

Il
il
i

11—
o HeT 3anMBkM
AB3au

oChEfHME UBETE!

LipeTa TeMbI:

i BENENES

Apyrve uBeTa...

Wzobpamernne:

Bmbpate...

Pucynok 228 — Knonka IlBeT 3aiuBKu
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4. BribepuTe HeOOXOIUMBIH IIBET OJTHUM U3 CJIEIYIOIIUX CIIOCOOOB:

— DBruibepute nogxopsmmii nBer B 6Osioke Ilocnemnue mBera. B nmaHHOM 6roke
OoTOOpaXkaroTCsl IATh IIOCHeJHHUX I[BETOB, KOTOpble MWCIIO/Ib30BAJIMCh IIpU
¢dbopMaTHpOBaHUM 0OBEKTOB JOKYMeHTa paHee.

— Beibepute mnoaxopsmmii 1Ber B Oiioke IlBera Tembl. B jganHOM Giioke
oTobpakaeTcs IIBETOBAs! IAJINTPa TeMbl TEKYIero JOKyMeHTa.

— Haxwmure xHonky J[lpyrme mnBera. B orkpeiBiiemMcs okHe Beioop 1mBera
(cM. Pucynok 229) ykaxure Tpebyemslii 1jBeT B Bujle HEX-konma wiu B gopmare

RGB u naxkmute kHonky OK.

BuiGop ueera x
Hex-kog MpeanpocmoTp
o |
KpacHmi JeneHoii CHHWIA

0 12 O e O

Pucynok 229 — Oxno Be10op nBera

4.6.5.2 3anuBKa GUrypsI H300paKeHHEM

YToOb! 3aMoyHUTL GUTYPY M300pakeHeM, BBITIOJHUTe CIIeyIoIIue JeHCTBUS:
1. Boimenute GUTrypy OJHUM IEITYKOM MBIIIN WIHA BbiiesuTe GUTYpPy JBOMHBIM IEITYKOM
MBIIIH, YTOOBI TIEPEUTU B PEXKUM ee peJTaKTUPOBaHUSI.

2. Ha maHenu WHCTPyMeHTOB, B pa3szeyie Purypa HaXkMHUTe Ha CTPeJIKy CIIpaBa OT KHOIIKHU

£ IIBer 3ammuBKH (cM. PucyHok 228).

B otkpsiBiieMcst okHe, B 610ke M300pazkeHue Ha)kMuTe KHOTIKY BoIOpaTs.
4. B okze daitioBoro MeHemkepa Bbibepute TpebyeMoe H300paXkeHHe U HAXKMUTe KHOTIKY

OTKpBITH.
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4.6.5.3 OTMEeHHUTH 3aJIMBKY

YTOoOBI OTMEHUTD 3aIMBKY PUIyPbI, BBIIIOJIHUTE CIIeyIOLye 1eHCTBUS:

1.

Brineniute GUrypy OIHMM IIETYKOM MBIIIN WM BbllelnTe GUIypy JABOMHBIM HIETIKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PeJakTUPOBAHUSI.

Ha nmanenu uHCTpyMeHTOB, B pa3zesie durypa HaXkKMUTe Ha CTPEJIKY CIpaBa OT KHOIKHU

£

== 1IBeT 3a;muBKH (cM. PrucyHok 228).

B oTkpeiBIIEMcs OkHe HAXXMUTe KHOTIKY HeT 3a1uBKH.

4.6.6 Koutyp ¢purypsi

4.6.6.1 HacTtpouts koHTYp puryps!

7151 KOHTYpa PUTypPbl MOXKHO OIIPeNIeJIUTh IBeT, TOIIIUHY U TUII JIMHUU.

HJ’[H 9TOTI'O BBITIOJIHUTeE CJIeAYIoIIre JIEeUCTBUS:

1.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024

Beipgenvre Gurypy oJlHAM IIeJTYKOM MBIIIWA WU BBIJIeJIUTe PUIYPY JBOMHBIM IETYKOM
MBIIIIH, YTOOBI IEPEUTH B PEXXUM ee peIaKTHPOBaHUSI.
YToObl pUMEHUTh K $Urype HACTPOMKHM KOHTYpa Ipedblayllero o0bekTa, Ha MaHelu

VMHCTPYMEHTOB, B pa3zieiie PUrypa Ha)KMUTe KHOMKY e KOHTYP (cM. Pucynok 230).

= 1 2 et sanmekn v 0= @

It
L
jmf

CH |E Kontyp OBl

AB3au
HeT koHTypa

MocneaHue upeTa:

LieeTa Tembi:

i ENENEs

Apyrve ugeTa...

TonwmHa aMHuu: 0,25n7

Pucynok 230 — Knonka Kontyp
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3. Yrtobbl ompenmenuTh st GUTYPHI APYTOM KOHTYP, HAXMHUTe HA CTPENKy CIpaBa OT

4. BribepuTe BeT KOHTYpa OJHUM M3 CJIETYIOIIUX CIIOCOOOB:

— Bribepute mnopxopsmiuii 1Bet B 6Oioke Ilocimemnue nBera. B manHOM Oiioke
O0TOOpaXkartoTCS TMATh TOCHEeHAX I[BETOB, KOTOpbIe WCIIONb30BAIMCh IPU
dbopmaTrpoBaHUU OOBEKTOB JIOKYMEHTa paHee.

— Bribepute mnoaxopsmmii 1Ber B Osioke IlBera Tembl. B ganHOM Oiioke
oToOpa’kaeTcs IBETOBAs! MAJIUTPa TeMbI TEKYIIEro JOKyYMeHTa.

— Haxwmure xHonky J[lpyrme mnBera. B orkpeiBiieMcs okHe Beioop mBera
(cM. Pucynok 231) ykaxure Tpebyemslii 1jBeT B Bujie HEX-konma wiu B gopmare

RGB u Haxxmute kHotiKy OK.

BuiGop ueera x
MpegnpocumoTp
o |
KpacHeii JeneHpi CHHWIA
ss 9% . | 146

R

Pucynok 231 — Oxno Be10op nBera

5. B mnone TonmpHa JUHHM yKaXkuTe TpeOyemMyro TOJIIMHY KOHTYpa BPYYHYIO WIH C
IIOMOIIIBIO TIepeKJIroYaTessl.

6. BoibepuTe TUI IMHUM KOHTYpPA U3 IPeyCTAHOBIEHHBIX 3HAUYEHUH.

4.6.6.2 Ypanuth KOHTYp GUTrypHI

YT1oO6B! yIaIUTh KOHTYP PUTYpHI, BBIIIOJIHUTE CIIeAYIOIIe AefCTBUS:
1. Boienure Urypy ofHUM IIIeTYKOM MBIIIN WIH BbiZeIUTe GUTYPY ABOWHBIM IEITYKOM

MBI, YTOOBI IepeiTU B peXXUM ee peJJakKTHPOBaHUSI.
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2. Ha nanHenu MHCTPYMEHTOB, B pa3szieiie PHUrypa Ha)KMUTe Ha CTPeJIKy CIpaBa OT KHOIIKH

e KOHTYP (cM. Pucynok 230).

3. B oTkpsiBiIemMcs okHe HakmuTe KHOIIKY HeTt koHTYpa.
4.6.7 CTunb IMHUHN

4.6.7.1 HacTpouTh CTHJIBb JIMHUH

J1J1s1 TMHUM MOXXHO OTIpefiesIUTh IIBEeT, TUII U TONIIUHY.

J1J1s1 3TOTO BBINIOJIHWTE CIleAyIOle IefCTBHUS:

1. Broimenute nuHUIO.

2. YroObl NpPHMEHUTb K BbIIEJIEHHOM JIMHUM CTWIb Hpedbloylleid JIMHUM, Ha IaHeIn
VHCTPYMEHTOB, B pa3eie JIMHUA HAOXXMHTe KHOIIKY E Kontyp (cm. Pucynok 232).

3. UToOBI ornpefenuTh ISl IMHUU JPYTOM CTWJIb, HAXMUTE Ha CTPeJIKY CIpaBa OT KHOIKHU

E;"Z' Tn cTpeakn v |i Kontyp % /ﬂ'

TF Mepea Tekcrom
HeT koHTypa

Nunrwa
LleeTa TEMBL:

H BSENEE

Apyrue upeTa..,

ToAWMHE AMHUKE 1.00nT

Pucynok 232 — Knonka KonTtyp
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4. BribepuTe IBET JUHUM OJHUM U3 CIIEAYIOITUX CIIOCOOOB:
— DBruibepute nogxopsmmii nBer B 6Osioke Ilocnemnue mBera. B nmaHHOM 6roke
0TOOpaXkaroTCs MATh IOCJIeJHUX [IBEeTOB, KOTOPbIe IIPUMEHSIIUCh JUIsl IMHUK paHee.
— Bribepute mnoaxopsmmii 1Ber B Osioke IlBera Tembl. B ganHOM Oiioke
oTobparkaeTcs IIBETOBAs! IIAJINTPa TeMbl TEKYIero JOKyMeHTa.
— Haxmure kHomky JIpyrue mnBera. B oTkpeiBmiemcs okHe Bpibop mBera
(cM. Pucynok 233) ykaxure Tpebyemslii 1jBeT B Buje HEX-konma wiu B gopmare

RGB u Haxxmute kHoriky OK.

BriBop usera >
Hex-kog MpeanpocmoTp
KpacHwid JeneHwiid CHHKMA

i sl et

Fik- I 129 . 189

Pucynok 233 — Okao Beroop nBera

5. B none Tonmmua jJuHHM yKaXuTe TpebyeMylo TOJIIMHY JMHUM BPYYHYIO WUIIU C
IIOMOUIBIO IIePeKJIIoYaTeIs.

6. BbI6epI/IT€ THUII JIMHWUU U3 IIPe]yCTAHOBJIEHHBIX 3HAYEHUM.

4.6.7.2 COpoCHUTH HACTPOIMKH CTHIA JINHUU

[Ipy HEOOXOAMMOCTU MOXKHO COPOCHTH HACTPOWKH CTHJISL JIMHUM. J[Ji1 3TOTO BBHITIOJIHUTE
Clleqytoliye AeiCTBUS:
1. Broimenute nunauMIo.
2. Ha maHenu MHCTPYMEHTOB, B pa3ziesie JIMHUA HaXXKMUTe Ha CTPeJIKy CIpaBa OT KHOIKHU
E. KonTtyp (cm. Pucynok 232).

3. B oTkpsiBiIemMcs okHe HakmuTe KHOIIKY Hert koHTYpa.
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4.6.8 3menuTh pazmep GUrypsl

Bricoty 1 mmpuHy GUrypbl MOXXHO U3MEHUTH C COXpaHeHWeM WM 0e3 COXpaHeHus! IPOIIOPLKH.

YTo6bl U3MEeHUTHh pasMep QUIYpbl C COXpaHEeHWeM IIPOIIOPLKMM, BBIIOJIHUTE Clelyloliye

IEeUCTBUS:
1.
2.

Brinenute purypy, paamep KoTopoit He06X0IUMO U3MEHUTb.
V nepxxuBasi JieBy10 KHOIIKY MBIIIH, IPOTSIHUTE JTIF0O60M U3 YIJIOBBIX MapKepPOB PaMKH Tak,
9TOOBI GUTYypa MpUHSIIA He0OX0IUMBIM pa3Mep (cM. PucyHok 234).

OTnycTuTe JIeByr0 KHOIKY MBIIIH, 9YTOOBI 3aPUKCUPOBATh HOBBIM pa3Mep QUIypHI.

& &

Pucynok 234 — M3amenenure paamepa GUrypbl C COXpaHeHUeM IpOTIOpIUI

Yro6bl M3MeHUTh pa3Mep pUrypbl 6e3 coxpaHeHUs IIPOIOPIUM, BBHIIOJIHWTE Clelyoliye

JeUCTBUSA:
1.
2.

Brienute purypy, paamep KOTOpoii HeO6XOIUMO U3MEHHUTb.

ViepxuBasi JieByl0 KHOIIKY MBIIIM, IlepeMeCTUTe OJUH K3 MapKepoB PaMKH (UIYpHI

(cMm. Pucynok 235):

— I U3MeHEeHUs! BBICOTbl GUIYPHI IlepeMecTUTe BepXHUM WIM HIKHUM Mapkep
paMKH;

— Ui U3MeHeHHs HIMPYHBI PUTypHI IepeMeCcTUTe JIeBbli WX [IPaBbli MapKep paMKH.

OTnycTuTe y1eByI0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QpUIypHI.

Pucynoxk 235 — M3aMeHeHue pa3mepa GUrypbl 6e3 coxpaHeHus TPOTOPITUAi
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4.6.9 Ilogoruath pazmep GUrypsI NOJK TEKCT

BricoTy ¢purypsl MoXKHO OAOTHATH MO/, PACIIOJIOXKEHHbIN B Hell TeKCT (CM. pazfen 4.6.4).
J1J1s1 3TOTO BBINIOJIHUTE CIleAyIOle IeUCTBHUS:

1. Brwipenure durypy.

2. Ha maHenu WHCTPYMeHTOB, B pazneiie ®urypa (cMm. PucyHok 236) HakMHUTe KHOIKY

IoaronaTs pasmep.
1 ﬁ LpeT 3anmekn = B rekcte v (ﬂ
q1 E Kontyp MoaroHATE pasmep
durypa

Pucynok 236 — Knonka Iloaronsars pa3mep

YT06BI OTMEHUTD IOJTOHKY (PUIYPHI II0]] TEKCT, BBIIIOJIHUTE JJaHHbIe JIeHCTBUS IIOBTOPHO.

4.6.10 VIsMeHUTH JJIMHY M YT0JI HAKJIOHA THHUH

YTtobOBI U3MEHUTH JJIMHY WA YI'OJI HAKJIOHA JIMHKWH, BBIIIOJIHHUTE ClIeyroliye HEfICTBPISI:

1. Broimenure nuHuUIO.

2. HaBemuTe kypcop Ha MapKep Haydaja WIMA KOHIIA JIMHUU TaK, YTOOBI KYpCOp HPUHSUI

sun P,

VY nep>xuBasi JieBy10 KHOIIKY MBIIIH, IIPOTSIHUTE MapKep B TpeOyeMoe MeCTOIIOJIOXKeHue.

4. OrmycTuTe JIeBYIO KHOTKY MBIIIIH.

[Tpu Heo6x0IMMOCTH TlepeMellleHre MapKepa MOXHO IpepBaTh HaXkaTheM Ha kiasuily Esc.

Mapkep BepHeTCSI B UCXOJTHOe TI0JIOXKEeHHe.

4.6.11 BeiopaTh THII HAKOHEYHHKOB JINHUU

Jly1sl Hayana ¥ KOHIIA JIMHUM MOXHO BBIOpaTh THUI HAaKOHEYHWKOB. BbIOOp MOXHO clenathb
KaK JI0 Hayajla pUCOBaHHUs JMHUHU (CM. pasnen 4.6.1), Tak ¥ IpU peJJaKTMPOBAHWK HAapHMCOBAaHHOW

JIMHHUU.
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YTo6b! BEIOpPATh THIT HAKOHEYHUKOB, BBITIOJIHUTE CJIeyIolye JeCTBUS:
A
1. Ha nmanenu WUHCTPyMeHTOB, B paspene JIMHHUA HaXMWUTe KHONKY = Tum crpeixkm
(cm. Pucynok 237).
2. B BbImaparomemM CHucke BbIOEPUTE TUIl JIEBOTO W/WIM IIPAaBOTO HaKOHeYHWKA. Ecim
TpebyeTcst yOpaThb paHee BbIOpaHHbIe HAaKOHEYHWKH, B TEPBOM CTPOKE BBINAIAIOIIEro
CITMCKa BbIOepuTe /1Jis JIEBOTO W/WJTK ITPaBOro HakoHeyHuKa Tuil — (Her).

] o
3. HOBTOpHO Ha’XMHTE KHOIIKY E.’; Tun CTPEeJIKH, YTOOBI 3dKPbITh BbIIIdJIdIOIIHUHX CITUCOK.

|
Rt

Twun cTpenkn ¥ E Kontyp ’/ﬂ

DM v

Pt oAt
|
BERE.

Pucynok 237 — Knonka Tun crpenku

4.6.12 3sMeHUTH 103ULUI0 PUTYyPHI B TEKCTe

Pacnonoxxenre ¢urypsl OTHOCHUTEJIBHO TeKCTa MOXXHO W3MeHSThb. Hampumep, d¢urypa
MO>KeT PaclioyaraTbCsi B TeKCTe, Iepe]] WX 32 TeKCTOM.
Jl1g BeIOOpa 1o3unyy GUTypel BHIIOJIHUTE ClleyIoIue JeHCTBU:
1. Boimemure Tpebyemyto ¢purypy. UtoObl BbIEUTH GUTYPY, KOTOpPasi HAXOAUTCS B TTO3UIUN
3a TeKCTOM, HaBe[JUTe Ha Hee KypCOpP MBI ¥ HOKMUTE Ha 0TOOPa3HBLIYIOCS KHOIIKY @
2. Otobpa3uTte CIMCOK BO3MOXKHBIX TO3UIAK GUTYPBI OJTHUM U3 CJIeJIyIOLIUX CIIOCOOOB:
— FEcnu BbiJlenieHa JMHMS, Ha NaHeIM HWHCTPYMEHTOB, B pasjese JIMHHS HaxxMuTe
KHOIIKY ~ CIIpaBa OT TeKyllei no3unuu JuHuu (cM. Pucynok 238). Eciu Beienena
mobas npyrasg ¢urypa, Ha IaHejld MHCTPYMEHTOB, B pasfieile Purypa Haxmure

KHOIIKY v CIIpaBa OT TeKylIlled Mo3uluu urypsl (cM. Pucynok 239).
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— E;’F" Tun ctpenkn ¥ : KoHtyp + /ﬂ

|’__’| CrneunancHble CUMBOAR,,, W  o8e

TF MNepea TekcTom

O= B rekcre

:0:=  Bokpyr pamkw
0O Ceepuxy u cHuzy
TF MMepea tekcTom

3a TekcTom

Pucynok 238 — Boibop no3unyu JTUHUA

[rpa—

— [ 1 L LigeT zanmekn C= B rexkcre w (fg

-~ I A

----- KoHtyp

TTL
il
|
—
bi

O= BrTekcre
Ab3au Purypa -

0= Bokpyr pamkw
Ceepuy M CHAZY

Mepeg TekcTom

15l ol

3a TekcToM

Pucynok 239 — Breibop nosuiuu opurypol

— IllenkHuTe mpaBOM KHOMKOW MBIIIKM 1O GUTYpe W BBLIIOJIHUTE KOMaHAY

KOHTEKCTHOTO MeHI0 Q0TeKaHHe TeKCTOM.
3. B oTkpbIBIIIEMCS TTOJIMEHIO BHIOEpUTe TPeOYyeMyIo MO3UITUI0 GUTYPHI:

— B Tekcre — ¢urypa sBJseTcs 4aCTbIO TeKCTa KaK CJIOBO WJIM 3HAK MPENMHAHUS;

— Boxkpyr paMKu — TeKCT 00TeKaeT NpSIMOYTOJIbHYIO PaMKy, B KOTOPYIO IIOMeIaeTcst
durypa;

— CBepxy U CHH3Y — TeKCT pacliojiaraeTcs Bblllle U HUXe GpUrypsr;

— Ilepen Texcrom — purypa pacrionaraercs rnepej TeKCTOM B BUJle BEpXHET0 CJI0s;

— 3a TekcToM — purypa pacriosjaraercs 3a TeKCTOM B BUJle HWXKHErO CJIOSl.
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4.6.13 Ilepemectuth purypy

Purypy MOXHO IepeMelaTh CleIyIIUMU CIIOCOOaMu:

— IleperackuBaThb, y/iepXuBast IEBYIO0 KHOMKY MBIIIIH.

— IlepememiaTh CTpOro MO BePTUKAIM WM 10 TOPU30HTAJIM C [IOMOIIIbIO KJIaBUII «—, T, |, —
Ha kiiaBuarype. JlaHHBIM ciocob JOCTyTieH, ecyiid pUrypa HaxoguTCs B J1I000M MO3UINH,

KkpoMme ro3uiiiy B Texcre (cM. paszen 4.6.12).

[Tpu nepemelnieHry GUTYPHI C TIOMOIIBIO KJIABHII «—, T, |, — MIar nepeMeIeHus 3aBUCUT OT
Macmirada J0KyMeHTa:
— eciu Macirab < 200%, To mar = 4 MM;

— eciu maciarad > 200%, To mar = 1 M.

Yro6bl yBemuuMUTH MIar, IepeMellaiTe GUIypy KiIaBUIIaMH <—, T, |, —, yzaepkusas
Hakaroi kinapuiry Shift. B nanHOM citydae miar nepemertienus 6yer paBeH:
— ecyu Maciurab < 200%, to mar = 4 cMm;

— eciu maciarad > 200%, to mar = 1 cm.

4.6.14 Y namuts durypy

YTo0b!l yIanuTh GUTrypy, BLITIOIHUTE CIeyIoIe JeHCTBUS:

1. Beigenute ¢urypy, KOTOpPyl0 HeOOXOIWMO yAalIuTb. YTOOBI BBIIETUTh GUTYPY,
HaXOJAIIYIOCS B TO3UITMK 3a TeKCToM (CM. pasfen 4.6.12), HaBeuTe Ha Hee Kypcop
MBI ¥ HAXKMUTe Ha 0TOOPA3UBIITYIOCS KHOIIKY 9

2. BblnonHUTe KOMaHy y/IajieHus OHUM U3 CIeIyIOIIUX CIIOCODOB:

— FEcmm nng ynanenuvs BbIOpaHa JIMHUS, Ha TIaHEJIM UHCTPYMEHTOB, B pasjesie JlnHus
HQKMUTE KHOIIKY /E (Ynanure auaumo) (cMm. Pucynok 240). Ecnu nyis yoanenus
BbiOpaHa /robast Apyras ¢urypa, Ha IaHelIM WHCTPYMEHTOB, B pasfieile Purypa

Ha)XMUTe KHOIIKY 'ﬂ (Ymanuts ¢purypy) (cm. Pucynok 241).

S ,-_,{’g Tun ctpenkn ¥ == Konmyp /,6,

o |
T
=
m
I
m
T
m
m
€
®
®
o

— —_— 4

IF Mepeg TekcTom ¥

TNuHna

Pucynok 240 — Kxorka YxaauTs JTMHHIO
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L1 2. LleeT zanuekn v C= B Tekcre w Iﬂ
a7 : Kowtyp ~ MoaroHate pazmep
Purypa

Pucynok 241 — Kxomnika Yaanurs ¢urypy

[IpaBoii KHONKOW MBIMIKA IIeJIKHUTe 10 ¢Urype M BBIIOJHUTE KOMaHAY
KOHTEKCTHOT'O MeHIO Y Ja/IUTh JIMHUIO/ Y 1aJIUTh QUTYpY.

Haxxmure kiaBuiry Delete nin Backspace Ha kiaBuatype.

Ecimu urypa Haxogurcs B nosuiiuu B Tekcre (cM. pasmen 4.6.12), To ee MOXHO yJauTh

Kak TekcT (cM. pasmen 4.2.10).
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4.7 Pabora c quarpaMMaMu

Yrobbl 1n00aBUTH B JOKYMEHT [uarpamMMy, co3faiTe ee B mnpuioxeHun «MonOduc

Ta6mz1ua», d 3daTeM CKOHI/IPYI‘/JITE U BCTaBbTe B Tp86YEMOE MeCTO JOKYMEHTA.

Jluarpamma BCTaBJIsieTCsl Kak u3obpakeHue (cM. paszern 4.5).
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4.8 Pabora c popmynamu

4.8.1 BcraButs popmyiy

B TexkcToBBI MOKYMEHT MOXHO A00aBisTb Gopmysbl. PoOpMysibl BBOASTCS Ha SI3bIKe
pasmetku LaTeX, aBToMaTH4eCcKH MpeoOpa30BBIBAIOTCSA M OTOOpaXKalOTCS B TEKCTe B CTAaHJAPTHOM
(obmenpuHsITOM) BUIE.

YT068!I BCTaBUTH GOPMYJTy, BBIIIOJIHUTE CIIeAYIOLIe 1eHCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTO B IOKyMeHTe, Kyla He06X0JIMMO BCTaBUTh GpOPMYITy.

2. BpeinonHuUTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute myHKT KOMaHHOTO MeHIO BeraBka > ®opmyita (cM. PucyHok 242).

Beraeka @opmar  Wecrpymednts Bug 06

23]
&
G
()

Pucynok 242 — KomangHoe mento BeraBka

MzobpaxeHne...

TekcToeoe none

Durypa L

Tabamua...
Dopyaa...

— Ha nmanem MHCTPYMeHTOB, B paszieie BcraBka HakMuTe KHOTKY === (CM. PHUCyHOK 243).

o fmy
Ha OTOﬁpHBI/IBIHGI/ICH IaHeJIM BCTABKW HA>)XMHWTe KHOIIKY .=/ (I)opmyﬂa.

AabboBe AaB6BBl AaB6Bell ... [_]v @ v .

3aronoeok 1 3aronoeok 2 Jaronop~r ®

E Mzobpawerne.. ~
]:[ TekcToBOE NoNe

o) Durypa »

—r

HH  TaBawua.. »

Dopryaa... Ib

Pucynok 243 — [lanenb BcTaBku
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3. B okae ®opmyina (cM. PucyHok 244), B nosie Beipaxkenne LaTeX Beeaute popmyny
Ha s3bike pasmerku LaTeX. Hroroseii Bup ¢opmyinbl oTOOpasuTcss B IIOJIe
IIpenBapuTeIbLHBIN IPOCMOTP.

4. Haxwure kaonky OK.

Dopryna

Boipamernne LaTel:

.$ z=“frac{-b.pm “=gqrt[]{b"{2t-dac}i{2atyl

MpegeapuTenbHEIA NPOCMOTR:

b+ v — dae

2a

aZ =

Pucynok 244 — Oxkao Popmyiia

B Tekyireil Bepcuu He TIOIJIEPXKUBAETCsl OToOpakeHue GopMyIl, Co3laHHBIX B Microsoft

Word 2003 u 2007.
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4.8.2 PenakTupoBaTh popmyry

YtoObI peakTUPOBaTh GOPMYITy, BLIIIOJIHUTE CJIeIyIolre JeHCTBHUS:
1. OtkpoiiTe OKHO pefaKTUPOBaHUs GOPMYJIbI OJTHUM U3 CJIeIYIOIIUX CIIOCOOOB:

— Broigenute gopmysy IiesykoM JieBOM KHONKWA Mblid. Ha maHenum MHCTPYMEHTOB,

"
B pazjieie PopMyiIa HaxMuTe KHOIKY 227 Mamenuts (cM. PucyHok 245).

Popmar  Wnctpymentm Bug  OBwwi goctyn  Cnpaska

-;fo & w é b {:} HzmeHmTE EE w

2 & @3 ¥aante = v

Mpaeka PopMyna AB3au

Pucynok 245 — Knonka IaMeHuTH

— DBrpigenute ¢opmysly IeNYKOM IIpaBOM KHOIKM MBIIIM. BeIosHUTE KOMaHIy
KOHTEKCTHOro MeH10 3MeHUTH popMy.ry.
— Brimenure GopMyiy IBOVMHBIM IIIEJTYKOM MBIIIIH.
2. B okue ®opmyna (cMm. Pucynok 244), B mosie Beipaixkenue LaTeX penaktupyiite
dopmyiy.

3. Haxmure xkHonky OK.

4.8.3 IamenuTh pasmep popmMyJibl

Y1o0Ob! M3MeHUTh padMep GOpPMYJIbI B TEKCTe, BBITIOJIHUTE CJIeIyIoIe TeHCTBUS:

1. Brimenure ¢popmyy.

2. VYpepxxuvBas JIeBYIO KHOIIKY MBIIIIH, TPOTSHUTE JIt0O0M 13 YIJIOBBIX MAapKEPOB PAMKH Tak,
4TOOBI HpOpMYyIIa MPUHSIIA HeoOXoauMbIN padmep (cM. PucyHok 246).

3. OTnmycTuTe JieByIO0 KHOIIKY MBIIIH, YTOOBI 3aUKCUPOBATh HOBBIM pa3Mep GOpPMYJIbI.

bt b — da
2a

Pucynok 246 — U3menenue pa3mepa GopMyJibl
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4.8.4 Yoanurs popmyiy

Yro6bl yanutb GopMyILy, BHIIOIHUTE ClIeAyIOIIYe 1eHCTBUSL:

1. Beinenute popmyiy.

2. BbimonHuTe kOMaHAy yAaneHus GOpMyJIbl OJHUM U3 CJIeAYIOLIUX CIIOCOOO0B:

()
— Ha nanenu uHcTpymMeHTOB, B paszeiie ®opmysna HaxxkmuTe KHONKY g Ymamurs

(cm. Pucynok 247).

Popmar  Wnctpymentm  Bug  O6wwi goctyn  Cnpaska

4 O v & v {C:'} AzmennTe = v

[rpE—

D Q @'ﬂ YaanuTe s e

Mpaeka Dopmyna Ab3ay
Pucynok 247 — Knornika Y ganursb
— IllerykoM MpPaBOM KHOIKKA MBIIIM OTKPOHTE KOHTEKCTHOEe MEHI0 W BBIIOJIHUTE

KOMaHly Y JaJuTh (popMyJIy.

— Haxwmure kinaBuiny Delete niiy Backspace Ha kaBuarype.

Taxcke JJId yidJIeHHa (bOpMYJII)I MO>XHO HCIIOJIb30BATh COYETaHHWs KJIaBUII I yOdJIeHWd

Tekcrta (cM. paszen 4.2.10).
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4.9 Bydep oomena

4.9.1 Beipe3aTh WIH KOIUPOBATh TaHHbIE

[Ipu BbIpe3aHuy JaHHBIE YAANSIOTCS M3 IOKYMeHTa U romeratorcs B 6ydep obmena. [Ipu
KOIMPOBAHWH JIaHHbIe He U3MeHSIIOTCS B IOKyMeHTe, a B Oydep o6MeHa oMeljaeTcsi UX KOIIHSI.

JlaHHbIe BbIpe3al0TCsl ¥ KOMUPYIOTCS C cCOXpaHeHrneM GpOopMaTHUPOBaHMUSI.

BbipesaHHble WM CKONMPOBAaHHbIE JIaHHble MOXKHO HCIIO/Ib30BaTh KaK JJisi BCTaBKU B
npwioxkennn «MonOduc TekcTy», Tak U JIsi BCTaBKU B JIPYTUX TPUIOXKEHUSX, Halmpumep, B
npuiiokeHu « MoriOduc Tabmuiay.

YToOBI BbIpe3aTh JIaHHbIE, BHITIOJIHUTE CJIeIyIolIre JeHCTBHUS:

1. Boigenurte naHHbIE, KOTOPble HEOOXOIUMO BbIpE3aTh.

2. BprinonHuTe KOMaHy BbIpE3aHHs OJIHUM U3 CJIeIyIOIIHUX CII0COOO0B:

— Broibepute nynkT komanaHoro mexio IlpaBka > Beipe3darts (cMm. Pucynok 248).

Mpaeka Bcraska Qopmar  VHctpymedte Bug OF

2 OTmeHuTs Ctrl+Z
" ToeTopuTe Ctrl+Y
oo Buipesats Ctrl+X
Kenupoeats Ctrl+C
ﬁ BrTaeute Ctrl+W

Pucynok 248 — Komangnoe mento IlpaBka

— Ha maHenu UHCTPYMeHTOB, B pasfieiie IIpaBka HaXMUTe KHOIKY o (Bbrpe3atsn)

(cm. Pucynok 249).

@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug
+ v % B~ &v
JobaeuTe E} A (__j ':__> Q

M3GpaHHoe ®ann Mpaeka

Pucynok 249 — Kuonku Beipe3ars v KomupoBaTh

— HpaBOfI KHOIIKOM MBIIIM IIEJIKHUTE 10 BblJI€JIEHHOMY COJAEep’KMMOMY U BBIIIOJIHUTE

KOMdHy KOHTeKCTHOI'O MeHIO BI:IpQBﬁTI:.
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— Haxmure coueranne kiapui Ctrl+X wmu Shift+Delete mpu pabote 8 OC Windows /

OC Linux umu coyeranue kiaBuin $£Cmd+X npu pabore B OC macOS.

YToOBl CKONMPOBATH JAHHBIE, BHIIIOJIHUTE ClleAyIOIIve AefCTBUS:
1. Boipenure naHHBIe, KOTOpble HEOOXOJUMO CKONMPOBATh.
2. BpinonHrTe KOMaH/y KOIUPOBAHUS OJJHUM U3 CJIEAYIOLIMX CIIOCO0OB:
— Bribepute myHkT komangHoro MeHio IIpaBka > KommpoBats (cMm. PucyHok 248).
— Ha nanenu uHcTpymeHTOB, B pasfeie IIpaBka Haxxmute kHOIKy 'L/ (KomupoBaTn)
(cm. Pucynok 249).
— IlpaBo¥i KHOIIKOM MBIIIH I[eJIKHUTE 110 BBIJIeJIeHHOMY CO/IepXXUMOMY U BBIIIOJIHUTE
KOMaHJly KOHTeKCTHOro MeHi0 KonmpoBars.
— Haxwmure coderanue kinaBui Ctrl+C wim Ctrl+Insert mpu pa6ote 8 OC Windows /

OC Linux unu coderanue kiaBuil $Cmd+C mpu pabote B OC macOS.

4.9.2 BcraButh nocdieaHnue BbIpe3aHHbIe HJIN CKOITNPOBAaHHbIC TaHHbIE

Jlyisi BCTaBKMU JOCTYIIHBI IpPeIBAPUTENIbHO CKONMMPOBAaHHbIe WM BbIpe3aHHbIe JIaHHBIE,
Haxojsirecs B 0ydepe oomeHa. JlanHble u3 6ydepa obMeHa MOXKHO BCTaBUTh C COXPAaHEHUeM WU
6e3 coxpaHeHHsI UCXOJTHOTO pOpMaTUPOBaHUSI.

YToObl BCTAaBUTH [laHHbIE C COXPaHEHHWEM HCXOOHOro ¢OpMaTUPOBAHUS, BBHITIOJIHUTE
Clleqlytoliye AeiCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/la HeoOXOJJUMO BCTaBUTh JaHHbIe, WIH

BbIfIeJIUTe TeKCT (00BEeKT), KOTOPBIM HY>KHO 3aMeHUTDb Ha JlaHHbIe U3 Oydepa obMeHa.

2. BpinonHUTe KOMaHAY BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Broibepute nynkT komanaHoro metio IlpaBka > BeraButh (cM. PrucyHok 248).

— Ha maHenm MHCTpyMeHTOB, B paszene IIpaBka HaXMUTe KHOIKY N (BcraBuTh)
(cm. Pucynok 250).

— Ha manenu uHCTpyMeHTOB, B pasnerne IIpaBka HakMWTe Ha CTpEJIKY CIlipaBa OT
KHOIKH [T (BcTaBuTh) U B BBINIAJaloOIIeM CIIMCKe BbiOepuTe KOMaHy BcTaBHTB.

— [lemukoM TpaBOM KHOIMKH MBI OTKPOMTE KOHTEKCTHOe MEHIO U BBIOJIHUATE
KoMaHy BcTaBUTS.

— Haxmure coueranue kinaBui Ctrl+V win Shift+Insert mpu pa6ore B OC Windows /

OC Linux umu coyeranue kiaBuinn $Cmd+V npu pa6ore B OC macOS.
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@aiin  [paeka Beraeka @opumatr  Woeotpymentm Bug  OBwwni gocry

+ o] o~ Y, [ |E% é v X0 Thames
dobaeuTs I.Eﬂ v (_J C)

HM3GpaHHoe Tann Mpaeka

ﬁ BctaBuTe

BCTaEWTE TONBKD TEKCT

Pucynok 250 — Knonka BcraButh

[Ipu BcTaBke maHHBIX 0Oe3 coxpaHeHUsi MCXOAHOro ¢opmatvpoBaHus U3 Oydepa oOMeHa
BCTaBJISIETCSI TOJIBKO TeKCT. Tak, Mpu BCTaBKe TaOMUIbl, GUTYpPhl C TEKCTOM I TUIIEPCCHUIKKA B
JIOKYMEHT BCTaBJISIeTCsl TOJIbKO TEeKCT, KOTOPBIN CojiepKaT JJaHHble 00beKThl. Eciii B cKonmMpoBaHHOM
WM BbIpe3aHHOM (dparMeHTe COJIepP>KaTcsl M300pakeHUsl, TO OHU B JIOKyMEHT He BCTaBJISIFOTCSI.

K Tekcry, koTOpBIM BCTaBisiercs U3 Oydepa oOMeHa, IpUMeHsIeTCSl CTUJIb TOI'O TeKCTa, B
KOTOpBIH OH JTo6aBisercs: (cM. paszen 4.3.2.1).

YToOb! BCTaBUTH JaHHBIE 6e3 UCXOTHOTO pOpMaTUPOBaHMS, BBITIOJIHUTE CIIeTyIollre JefCTBUSL:

1. VcraHoBuTe Kypcop B TO MeCTO JIOKyYMeHTa, KyJa HeoOX0JIMMO BCTaBUTh JaHHbIe, WU

BbIJIeJIUTe TeKCT (00BEeKT), KOTOPBIM HY>KHO 3aMeHUTDb Ha JJaHHbIe U3 Oydepa obMeHa.

2. BpeinonHUTe KOMaHAY BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHkT komanaHoro MeHio IIpaBka > BcTaBHTH TOJIBKO TeKCT

(cMm. Pucynok 251).

Mpaeka Becraeka @opmat  Vectpymente Bug  OF

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BCTaBuTh TOAMLKO TEKCT

Pucynok 251 — Komananoe menio IlpaBka

— Ha mnanenmu uHcTpyMeHTOB, B pasfesie IIpaBka HaXXMHUTe Ha CTpeJIKy CIipaBa
or kHomku [ (BcraButh) U B BBINQJAIONIEM CIHCKe BblbepuTe KOMaHAY

BcraBuTh TOIBKO TeKCT (cM. Pucynok 250).
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- H_IeJ'IUIKOM Hp&BOI:I KHOIIKM MBbIIIN BbI3OBHUTE KOHTEKCTHOe MEeHIO W BBIIIOJIHHUTEe

KOMaHy BcTraBUTH TOJIBKO TEKCT.

4.9.3 BcTraBuTh JaHHbIe U3 pacIIMpPeHHOro 0y¢depa odoMeHa

B mnpunoxennn «MouOduc Tekct» mocTyreH paciupeHHbI Oydep obmena. B Hem
OJIHOBPEMEHHO MOXeT XPaHUThCS 710 10 cKOMMPOBAaHHBIX WJIM BbIpe3aHHbIX CJI0TOB. Kaxknast HoBast
3alKCh 3aHMMaeT MeCcTO CaMOI'o CTaporo CJIOTa B CIIKCKe.

Pacimmpennsiit 6ydep o6MeHa MOXHO MCIONIB30BATh /Jisi KOMMPOBAHUS M BCTABKU JJaHHBIX
n3 npusoxkerns: «MorOduc Tekct» B npusoxkenre « MorOduc Tabmuma» 1 Ha060pPOT.

Hannple u3 pacmypeHHoro Oydepa oOMeHa BCTaBJISIIOTCS C COXPAaHEHHWEeM HCXOIHOTO

¢popmaTtupoBaHusl.

4.9.3.1 BcraBuTth JaHHbIC

YTo6BI BCTaBUTH JJAHHBIE M3 paCIIMpeHHOro Oydepa 00MeHa, BBIIIOJIHUTE CJIelyIoIIye JeUCTBHYS:
1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/la HeoOXOJUMO BCTaBUTh JJaHHble, WIH
BbIJIeJIUTe TeKCT (00BEeKT), KOTOPBIM HYKHO 3aMeHHUTh Ha JlaHHbIe U3 Oydepa oOMeHa.

2. OTkpo¥iTe cogep>XUMoe paciipeHHoro 0ydepa obMeHa OJJHUM U3 CJIeNYIOIMIUX CII0COOOB:

— DBruibepute nmyHkT komaHgHOro MeHio IIpaBka > BcraBuTth M3 Oydepa odOMeHa

(cM. PucyHnok 252).

Mpaeka Bcraska @opmat  Moctpymentsr Bug  OBwwi goctyn Cnpaexa

T OTmenuTs Ctrl+Z X0 Thames v 14w AT H"ﬁ'\+
" [loeTopwTe Ctrl+Y
K Y4 AB T = A~ £
oa Bmpesats Ctrl+X
UpwudT
Konupoeats Ctrl+C
[y Berasuts Ctrl+V
BcTaeuTe Tonsko TekcT
BcTaguTte W3 Bydepa obueHa r ¥ nywomopen ay6 sengdeli;
3na 3] 3
A KonvposaTh dopMaTMpoBaHne Ctrl=Shift+C e
MpUMeEHUTE SdopMaTHROBAHWE Ctrl+Shift+V WcTropua Gydepa obmeqa Cirl+Alt+Shift+V
Oumctute
BmaenuTs BCe Ctrl+&

Pucynoxk 252 — JlaHHble B paciiipeHHOM Oydepe obmMeHa
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE
komaHy BeraButh u3 0ydepa odoMeHa.
3. B oTkpbIBIIEMCs TTOJIMEHIO BHIOEpUTE JIaHHBIe ISl BCTABKH.
st ynobcTBa paboThl cofepskumoe Oydepa oOMeHa MOXXHO OTKPHITh B OTIeJIbHOM OKHe.
JIJ11 3TOTr0 BBIMIOJIHUTE OJTHO M3 CJIEAYIONIUX JIeHMCTBUM:
— Broibepute myHkT komanaHoro MeHio IIpaBka > BcraButh u3 0ydepa obmena >

Hcropus dydepa oomena (cMm. Pucynok 253).

Mpaeka Beraeka @opmat  Mootpyments Bug  OBwwi goctyn Cnpaexa

D Ormenuts e X0 Thames v 14 v AT AT
" [oeTopwTe Ctrl+Y
W K Y4 AB T o Av &
oo Bmpesats Ctrl+X
UpwudT
Konupoeats Ctrl+C
[y Bcrasuts Ctrl+V
BcTaenTe ToNbKD TEKCT
BcTaguTte W3 Bydepa obueHa k ¥ nywomopen ay6 s3enEduiii;
3na E :
A KonvposaTe dopMaTMpoBaHne Ctrl=Shift+C R e
MNprmMeHUTE dopMaTHRoBEaHWE Ctrl+5Shift+V Wctopun Gydepa obmena Ctrl+Alt+Shift+V
OureTHTE
Bmgenwts Bce Ctrl+4

Pucynok 253 — Komanb! yIipaBieHus paciivpeHHbIM 6ydepoM obMeHa

— OTKpoiiTe KOHTEKCTHOE MEHIO IIeTYKOM IPaBOM KHONKHU MBIIIM IO JIFO60MY MecTy
IOKyMEeHTa U BBIIOJIHUTe KoMaHAy BcraBuTh U3 6ydepa oomena > Ucropus bydepa
obMeHa.

— Haxwure coueranme wimasuil Ctrl+Alt+Shift+V / ~Option+{IShift+Cmd+V nHa

KJIaBHATYype.

[To ymomuanuio okHO pacimupeHHoro Oydepa obmena (cM. PucyHok 254) pasmeraercs
PSIIOM C BBIZIeJIeHHBIM TeKCTOM WM OOBbeKTOM JIOKyMeHTa. UToObI M3MEHUTh pa3MellleHHe OKHa,
IepeTamuTe ero 3a 3arojioBOK, yAepXKUBasi HAXKaTOM JIeBYI0 KHOIKY MBIIIIH.

[Tpu pabote c pacuivpeHHbIM 6ydepom obMeHa:

— TIepeMellleHHe IO cjoTaM Oydepa oOMeHa OCYIIECTBISIETCS C IIOMOIIbIO KJIABMII

KJIaBUATYpHI | U T;
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— BCTaBKA BBIJIEJIGHHOTO cjioTa K3 Oydepa obOMeHa B yKa3aHHOe MeCTO JIOKyMeHTa
OCYIIEeCTBJISIeTCS IeTYKOM JIeBOM KHOIIKHM MBIIIIW WJIM HaXkKaTheM Ha kiiaBuiny Enter;

— nepeMeleHue ¢GoKyca Mexay AOKyMeHTOM U OydepoM oOMeHa OCYIIeCTBIISIeTCS
kiiaBuieii Tab.

YToOBI 3aKpBITb OKHO pacHIMpeHHOro Oydepa oOMeHa, HaKMUTe Ha KHOIKY B ero

3dI'0JIOBKe.

ﬁ Bmbop TekcTa AnA BCTABKM

¥ nykomopes gy6 3enédeid; 3natan uens Ha gybe Towm:
1 gHém 1 Houbto KoT yuéHeiNBCE xoanT No Lenu k.
WMaér Hanpaso - necHe 3asoauT,Haneso - ckasky ro..
Tam uygeca: TaM newwil BpogwT,Pycanka Ha BETBAX ...
A MywkwH

Mz noamm "Pycaan v Togumaa”

Pucynok 254 — Paciipennsiii 6ydep oomeHa

4.9.3.2 OuncTUTH HCTOPHIO pacHIHpeHHOro 0ydepa ooMeHa

YToOBl OYMCTUTH HCTOPHUIO paclIMpeHHOro Oydepa oOMeHa, BBIIOJIHUTE ClelyIoIue
JeCTBUS:
1. OTtkpoiiTe IOIMEHIO paclIMpeHHOro 6ydepa obMeHa OJJHUM K3 CIIeYIOIUX CII0COOO0B:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh H3 Oydepa odomeHa
(cM. PucyHnok 253).
— OrTkpo¥iTe KOHTEKCTHOe MeHIO IIIeJTYKOM IIPaBOM KHOIIKY MBIIIY 110 JTI060MYy MecTy
IIOKYMeHTa U BBIIOJIHATe KOMaHly BcraBuTh 13 0ydepa oomeHa.

2. B ortobpa3zuBiieMcs moiMeHI0 BbibepuTe KoMaHy O4UCTUTS.
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4.10 MakeT cTpaHHIIBI

4.10.1 ITapamMeTpsBI CTPAHUIIBI

[TapameTpel  CTpaHUIBI HACTPAMBAIOTCS  IIPH
(cMm. paznen 4.1.10). K mapameTpaM CTPaHMIIBI OTHOCSTCS:

— OpHWeHTAaIUs CTPaHUIIbI;

— pa3mep Oymaru Jijisl TiedaTu;

— II0JId JOKYMEHTa.

MOATOTOBKE  JIOKyMeHTa

K IIe4aTu

HapaMeprl CTPAaHUIbI MOXXHO HACTPOUTH KdK JI1 BCEro NOKYMEHTd, TdK U IJid ero YdCTH.

Hanpumep, 1uist cTpaHUIBI JOKyMeHTa, HA KOTOPOM PacIiOjoXeH PUCYHOK WM Tabiviia, MOXHO

BbIOpaTh a/IbOOMHYIO (BEPTHKAJIbHYI0) OPUEeHTAlHIO.

Ecmm IlapaMeTpbl CTPAHUIBI HY>XHO HACTPOUTb TOJIBKO [[JIA YdCTHU JOKYMEHTd,

IpeaABdpUTeJIbHO BBIIIOJIHUTE CJIeAYIOIIre JeUCTBUS:

1. JoGaBbTe pa3pbIB pasaena (cM. pasaen 4.10.5) 1o v mocsie TpebyemMoi 4acTH JJOKyMeHTa.

2. YcraHOBUTe KypCOp, BbIIeJIUTe 4acThb TeKCTa WM TeKCT LIeJIMKOM B TpebyeMol 4acTu

HAOKYMeHTad.

YTtoObI HACTPOUTH IldpaMeTpbl CTPAHUIIBI, BBITIOJIHUTE CJIIeAYIOIIre JIIeUCTBHS:

1. Ortkpoiite okHo IlTapamMeTpsI cTpaHUIIBI OJTHUM U3 CJIEYIOMIUX CIIOCOOOB:

— DBroibepuTe DYHKT KOMaHJHOIO MEHIO

(cM. PucyHnok 255).

daiin > Ilapamerpsl

Daiin  [lpaeka Beraeka @opumar  MHetpyme

[ Cosgate

Cozpate no wabnony..

[= Otepwite...

HepaeHWe BoKyMEHTH

& CoxpaHuTe

CoxpaHuTe KaK...

IKCNOPT...

CoxpaHnTe wabaoH..,

MapameTpsl cTpaHALE

Ctrl+M

Ctrl+0

Ctrl+5

F12

Ctrl+5hift+P

Pucynok 255 — Komananoe menio Paiin
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— Ha manenu uHCTpyMeHTOB, B pasnere Paina HaXXMUTe Ha CTPeNIKy CIipaBa OT
kHOTKH (— (BBICTpas me4aTb) U B BBHIIAJAIONIEM CIMCKe BHIOEpUTE KOMAHIY

ITIapameTtps! crpanuib! (cM. PucyHok 256).

®aiin  [paeka Beraska Qopmat  WHoTpymeHTs

P B- X80

doBaenTe |E] v_| (_j .

M3GpaHuoe
2 EJ Emctpan nevats

d::é Meuats...

Skcnopt e POF

= [apamerpwm l:TrJaHmu,blL}

Pucynok 256 — Komanpa IlapameTpsl cTpaHunibl

— Haxwmure coderanue kiasui Cirl+Shift+P / TShift+Cmd+P.
2. B oxue Ilapamerpsl cTpaHunbl (cM. PucyHok 257), B BbIlIafjaromieM CIIHCKe
IIpumenuTs BbibepuTe 06J1aCTh IPUMeHeHUs lTapaMeTpOB:
— K 3TOMY pa3feiy — NIpUMeHUTh BCe MOCJeAyIollre U3MeHeHUs K BbIOpaHHOW 4acTu
TIOKyMeHTa, 000C00/IeHHOM pa3pblBaMH Pa3/iena;
— KO BCeMY [OKYMEHTy — IPUMEHHUTb BCe TOCIeQylolre H3MeHeHUs KO BCeMy
JIOKYMEHTY.
3. B pazpenie OpuenTanus BbibepuTe OopUeHTaNuio crpaHull: KHimkHasa (BepTUKaIbHast)
vy Asib00MHast (TOpU30HTAJIbHAS).
4. B Beimapgaromem crivicke Pazmep 0ymaru Beibepute pazmep Oymaru, Ha KOTOpOM OyzIeT
OCYIIECTBJISThCS I1eYaTh JOKyMeHTa.
5. Hacrpoiite noss OKyMeHTa:
— YtoOBl HACTPOUTH AJISI BCeX CTPAHWI] JOKyMeHTa OJMHAKOBBIE TOJIs, YKAXKUTe HUX
IIMPUHY B MoJiIx BBoia Bepxuee mosie, Hizxuee moste, JleBoe moste 1 IIpaBoe moste.
— YTOoOBI HACTPOUTH TOJIS ISl IBYCTOPOHHEN TeYaTy JOKYMeHTa, CTPaHUIlbl KOTOPOTOo
OyayT CIIMBATBCS MeXIy co00M (Harpumep, /ijisi OPOIIIOPBI UM KHUTH), YCTAaHOBUTE
¢naxok 3epkanbHble moydA. JlaHHAas HacTpodika O0O3HAYaeT, YTO TOJISl JIeBbIX

CTpaHUIl JOKYMEHTad 6y,ILYT 3€pPKaJIbHO <<0T06pa>KaTb» I10J14 ero IIpaBbIX CTPAHUII.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 237



MonOdonc

MapameTpel CTpaHLB! pod
MprmeHUTE
KO BCEMY LOKYMEHTY v
OpuenTayua

Pazmep Gymarw

A (21x29.7 cn) v
Bepxree none HuxHee none
2,00 cm . 2,00 cm -
lNeeoe none Mpaeoe none
3,00 cm . 1,50 cm -
JepranbHBIE NoR

Pucynok 257 — OxHo IlapameTps! cTpaHHIIbI

B nonsx BBoma Bepxnee mosie 1 HmkHee mosie ykakuTe IIMPUHY BepXHEro
HIDKHEro  Tojie  JokymeHTa. B mone  BHyTpeHHee 1oJie  yKaxkure
IIMPUHY BHYTPEHHUX IOJied — TOJied, PACIIOJIOKeHHBIX PSJIOM C IeperuieTOM.
B nmnone BuaemHee mosie yKaxXWTe IIWPHMHY BHEIIHHUX I[IOJIeM — TIOJIe,

PacIojIoXXeHHbBIX Y IlepeJJHero oope3a KHUTY WU OPOIIIOPHI.

3€pKaJII>HI>Ie I10JIA MOXXHO YCTAdHOBHTDH TOJIBKO [IJI1 BCEro JOKyMeHTd, HO He IJid
ero 4acTu. HOSTOMY JdaHHas1 HaCTPOP’IKa dKTHMBHAd, €CJId B BbIIIaJdIOIIIeM CIIMCKe

IIpuMeHuTH BHIOpaHO 3HaYeHUE KO BCeMYy JOKYMEHTY.

6. Haxmure kHonky OK.
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4.10.2 Koy1oHTHTYJIBI

KomnoHTuTysbl pacnosnararoTcs Ha KaKIOW CTpaHMIle JOKyMeHTa B BepXHeM U HW)KHeM I10Jie
(cm. pasgen 4.11.1.1). B kojoHTUTYIaX MOXKHO pa3MecTUTh UHGOPMAIIHIO, KOTOpast He OTHOCHUTCS K
OCHOBHOMY TeKCTy JOKyMeHTa, a HOCUT HMHQPOPMALMOHHBIM WIM OQOpPMUTEIbCKUM XapakTep.
Hanpumep: Homepa crpanui] (cM. pasgen 4.10.3), Ha3BaHHMe JOKYMEHTa WM €ro OT/AeNbHBIX
pas/ienos, JIOTOTUI KOMIIAHUHU U T.J.

HHq)OpMaIII/IH, pa3MellieHHas B KOJIOHTUTYJIaX, YHUKaJIbHA JIA KaXXZ0I'0 pa3/iejyid JOKyMeHTad

(cMm. paznen 4.10.5).

4.10.2.1 HacTpouTh KOJIOHTUTYJIbI

YT0o6BI HACTPOUTH KOJIOHTUTYJIBI, BBIIIOJHUTE CJIeIyIole JeHCTBUS:

1. YcraHoBuTe Kypcop Ha Jitobo crpaHmie pasdmena (cM. pasmen 4.10.5), B koTopom
HY>KHO HAaCTPOUTDH BePXHUE WIH HUXKHUE KOJIOHTUTYJIBL.

2. llepeiuTte B pexvM pelaKTUPOBAHUSI BEPXHUX WM HWKHUX KOJIOHTUTYJIOB OJHUM U3
CJIeTyIOIIUX CIIOCOOOB:
— DBroibepute nyHkT koMaHaHoro MeHio BceraBka > KosonTutyner > Bepxuuii

KoJIoHTHUTYJI / Himxuauit konoHTHTYJ (CM. PucyHok 258).

Beraeka @opmar  WMHotpyments  Bug  OBwwid goctyn Cnpaeka

Vizobpaxetue... XO Thames v |14

TekcToBOE NoNe

& Qurypa » K K 4 AB T -
LpudT

BEH TabBawua..

(M) ®opmyna...

CneunansHee CUMBOAL .

*5 Paspbie cTpaHuys Ctrl+Enter

'= Paspuie pasgena

#  Homepa cTpanuy »

H  KonoHTUTYAW P [5] BepuHuii konoHTUTYR

=: OrnasneHune E  HusHuid koaoHTUTYN

¢ Coonka.. Ctrl=K

Pucynok 258 — Komangnoe mento BeraBka

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 239



MonOdonc

— Ha mnasenn uWHCTpymMeHTOB, B pasfieie BcraBka HaxkmuTe KHOIIKY -==. Ha
0TOOpa3uBIIIeNCs TaHelld BCTaBKU BbIOEpUTe = Kononturynst > BepxHwuii

KoJIOHTUTYJ / Hynkauii kostoHTHTYJ (cM. PucyHok 259).

11
oBel AaboBe AaBoBel AaBeBell ... v @ v

bl Jaronoeok 1 3aronoceok 2 Jaronoe~*

E Wzobpaxerwe.., ~
EI TekcToBDE NONe

C_}rl Durypa > Q
HH  Tadawua.. >
Dopyna...

E] CneynansHble CUMBOALL.., ¥

= Pazpeie cTpanvyw

L

*=  Pazpuie pazgena

Howmepa cTpadnd,., >
% BepxHWA KonoHTUTY.N Q KonoHTTy AR L\X} -
@ HuAHWA KonoHTUTYA Ornaenenne

(_fj Cownka...

=1 MNepekpecTHan CoBLIKE. .

'A' 3aknagka...

AR CHocka

Pucynok 259 — Ilanenb BcTaBku

— Yrobbl HAaCTPOUTH BepxHHe KOJIOHTHUTYJIbI, IO/BEIUTe KYpCOp MBIIIU K BepXHeH

YacTU CTpaHUIlbl. UTOOBI HACTPOWTH HKKHHE KOJIOHTUTYJIBI, IOJIBeJIUTe KypCOp

MBI K HUXKHEHN JacTu cTpaHuilbl. Korma Kypcop mpuMeT BUj WIN =, OBAXIbI

IIIeJIKHUTe MBIIIBIO.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 240



MonOdonc

3. OTKpoITe I1aHeslb HACTPOeK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CII0COOOB:
— Ilon wiy HaI KOJOHTUTYJIOM HakMuTe KHoOnky Ilapamerpsl v B BhIajaroliemM
cnucke BblOepuTe NyHKT HacTtpoiikum BepxHero kojoHTHTyJIa / Hacrtpoiiku

HIDKHEro KoJIoHTuTyaa (cM. Pucynok 260).

BepxHWii KOAOHTUTYA Mapametpel

HacTpoiikn BEPXHETD KONOHTWTY G
¥nanuTh BEPXHWUA KOAOHTTYN

Homepa crpaniy,

Pucynok 260 — [IynxtT HacTpoiiku BepxHero KOJIOHTHUTYJIa

— Ha 60oxoBoii TaHe HaXKMUTEe KHOIIKY @ (BepxHmii KOJIOHTHTYJI) WIN @ (HroxHmi
KOJIOHTHTYJ) (cM. Pucynok 261).

4. Ha maHenu HaCTpPOeK KOJIOHTUTYJIOB yKaXkuTe TpeOyeMmble mapameTpsl (cM. Tabmuiy 10).

> BepxHuWiA KONOHTUTYN Q

_aﬂ’[.‘-‘::lr’lKH romMepa crpaHnL, @

BepxHWiA kKonoHTUTYR Mapametpel OTCTyn OT BepXHero
Kpan cTpaHuLbl

1,27 cm

Ocobriii 4nA Nepeoid cTpaHnL

PasHble UETHBIE M HEUETHbIE CTpaHnLbI

Pucynok 261 — [lanesb HacTpoek BepXHero KOJIOHTUTYJIa

5. JlobaBbTe B KOJIOHTUTYJI JaHHbIe: BBeIUTe TeKCT WM BCTaBbTe TpeOyeMblii 00BekT. 1pu
HeoOxonuMocTH  GopMaTUpYyWTe CofepXXKUMoe KOJIOHTUTYHA. Ecimu BeiOpaH 0coObIi
KOJIOHTHUTYJI JIJIS1 TIepBOM CTPAaHUIIBbl W/WIIM Pa3Hble KOJIOHTUTYIIbI /1711 YeTHBIX ¥ HeYeTHBIX

CTpaHuI], 106aBbTe U popMaTHUPYTe COJIepKUMOe B KOJIOHTUTYJIe KaX0ro THIIa.
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Ta6smma 10 — ITapameTpsb! KOJIOHTHTYJIOB

ITapametp Onucanue

OTCTyTI OT BEPXHEero Kpas CTPAaHUIIBI; OTCTYH OT BEPXHEero Kpas CTpaHUIIbI 1O CTPOKU BBOJd JdHHBIX

OTCTYII OT HUKHEro Kpas CTPAHMIIBbI B BEPXHEM KOJIOHTHTYJIE,

OTCTYH OT HUXKHEI'O Kpad CTpAaHUIIBI 10 CTPOKKU BBOd [JdHHBIX B
HUKHEM KOJIOHTHUTYJIe.

OcoOblii KOIOHTUTYJI AJIsl TIepBOM [To3BomsieT co3maBaTh YHHUKAIbHOE CO/IEPXKUMOe B
CTPaHMIIBI KOJIOHTUTYJIaX KaK Ha IepBOi CTPaHUIle BCero JOKYMeHTa, TaK
Y Ha MepBOM CTPaHUIIe JIF0O0T0 U3 Pa3/iesioB.

ITpu ycranoBke ¢a’kka 0COOBIM KOJIOHTUTYJIOM CTAHOBSITCSI U
BepXHUM, U HDKHUN KOJIOHTUTYJI [IepBOY CTPaHULIBL.

Eciu ¢pnakok ycTaHOBIIeH, IpUIoXeHre 3alI0MUHAeT TaHHEIe,
KOTOPbIe BBOZSTCSI B 0COOBINM KOJIOHTUTYJI, U TIPU
yCTaHOBKe/CHITUU PIiakKa 0TOOpaXkaeT/CKphIBaeT UMEHHO 3TH

JaHHEIe.
PazHble KOJTOHTUTYIIBI 17151 YeTHBIX U [TpumensieTcss OMHOBPEMEHHO KaK JJIsi BEpXHUX, TaK U IS
HeYeTHBIX CTPAHUIL HIDKHHX KOJIOHTUTYJIOB.

OmnpeneneHye YeTHOCTH ¥ HEYETHOCTH CTPAHUIT BCET Ia
HAYMHAETCs C TIepBOM CTPAHUIIBI IOKYMEHTa, BHe 3aBUCUMOCTHU
OT HaJIM4MS pa3iesioB.

YTo6bl OBICTPO IeperTH OT HACTPOWKM BepxHero K HAaCTpOVKe HIKHEro KOJIOHTHUTYIIA,
BbIJIEJINTe HYDKHUM KOJIOHTUTYJI OHUM I11eJIYKOM MBIIIU. [1aHesnb HacTpoek BepxXHero KOJIOHTUTYJIA
3aKpOeTCsl ¥ OTKPOETCS ITaHesIb HaCTPOeK HYDKHero KOJIOHTUTYJIA. AHAJIOTUYHO MOXKHO IIeperTH OT
HaCTPOUKY HUKHET'O K HACTPOMKe BepXHero KOJIOHTUTYIIA.

IlaHenb HAaCTpoOeK BepXHUX WM HUIKHUX KOJIOHTUTYJIOB 3aKpbIBaeTCs aBTOMAaTU4eCKU IpU
BBIXO/le U3 peXXuMa peJlaKTHPOBAaHUS KOJIOHTUTYJIOB. IIpy Heob6xoauMMoCTH ee MOXKHO CKPBITh
BPYYHYIO BO BpeMs paboThI C KOJIOHTUTYJIAMHU.

J1J11 3TOTO BBINIOJIHUTE OHO U3 CIeyIOIIUX JeUCTBUN:

— B BepxHeli yacTy naHenu Ha)XKMHUTe KHOIIKY —# (cM. PucyHok 262).

— Ha OoxoBo# maHenu HaXXMUTe KHOIIKY @ (BepxHmii KOJIOHTUTYJI) WA @ (Hyoxwmii

KOJIOHTHTY.I).

YTo6b! 0TOOpA3WTh NaHesIb, IOBTOPHO HAXXMUTE KHOIIKY @ (BepxHuii KOJIOHTUTYJI) WA

@ (HroxHMit KOJIOHTHTYJI).
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BepxXxHWIA KONOHTUTYA Q
Hactpoiikn Homepa cTpanny @
MapameTpel 0
TCTYN OT BEPXHErD
- o 1,27 cm

A

KpaA cTpaHWLbl

Ocobblil AnA NepBEOF cTpaHKUE

PazHkle YeTHEIE M HEYETHRLIE CTPaHKWLUB

Pucynok 262 — KHonku yripaBiieHUs! IaHeJIbIO

YToObl BBIMTM U3 peXuma PpeJJaKTUPOBAHUS KOJIOHTUTYJIOB, BBIIIOJIHUTE OJIHO U3
CIIeVIOIIVX NeUCTBUM:

—  JIBaXXIbI LIIEJIKHUTE I10 TeKCTY JTOKYMeHTa 3a IpeJieJlaMy KOJIOHTUTYJIOB.

— HaxmuTe kHomKy 48 oJ1 MJTM HAJT KOJIOHTUTYJIOM.

— Haxwmure kinaBumy Esc.

4.10.2.2 Ypanuth conep:kuMoe KOJIOHTUTYJI0B

[Tpu1 HEOOXOAMMOCTH MOXKHO YIAJIUTh COIEPXKUMOe BEPXHUX WM HUXKHUX KOJIOHTHUTYJIOB B
BBHIOpAaHHOM pasfienie JoKymMeHTa (cM. pasgen 4.10.5). Ilpu ymanmeHuw OeWCTBYIOT ClelyrOIIue
IpaBuIa:

— FEcmm [OKyMeHT CONEpXXHUT TOJNBKO OAWH pasfiell, TO COJIEePXKUMOe KOJIOHTHUTYJIOB

yasieTcsi BO BCEM JIOKYMEHTe.
— Ecm ycraHoBiIeH o0cCOOBI KOJIOHTUTYJI IS TEpPBOM CTPAHUIIBI, TO COIEpXKUMOoe
KOJIOHTUTYJIOB TIePBOM CTpPAHUIIBI W COJIEPXKMMOe KOJIOHTUTYJIOB pasjieyla HYXKHO
YAQIATB TI0 OT/IeJTbHOCTH.

— Ecium B pa3zernie HaCTpOeHbI pa3Hble KOJIOHTUTYJIBI [JIs YeTHBIX U HEYEeTHBIX CTPAHUIL, TO
yIaJIsieTCsl COIepKUMOe KOJIOHTUTYJIOB TeX CTPaHMII, KOTOPbIe aHAJIOTHYHBI BEIOPAaHHOM
npu yaaneHun. Hampumep, npu BelOOpe 4eTHOM CTpPaHMIBI YHAJISIeTCs COIep>KUMoe

KOJIOHTHUTYJIOB YeTHBIX CTPAHHII.
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YTOoOBI yIaUTh COJIEPKMUMOEe KOJIOHTHUTYJIOB, BLITIOJIHUATE CeIyIOIIye JeHCTBUS:

1. YcranoBure KYpCOp Hd CTpaHUIE pa3liejlda, B KOTOPOM HY>XXHO YyIdJIUTh COOEpPXHUMOe

BepXHHUX WUJIN HUXXHHUX KOJIOHTUTYJIOB. HpI/I OTOM.

— FEcmu B pasgene HacTpoeH OCOOBIM KOJIOHTHTYJ JJIsl TEpPBOM CTPAHMIIBI, TO JIJIs

yAaJieHus! COJIepP>KMMOT0 KOJIOHTUTYJIOB Ha MepPBOM CTPaHHUIle YCTAHOBHTE KypCcop Ha

NepBoy CTpaHHWIle, a ISl yJaJeHds COJep>XXUMOI0 KOJIOHTHTYJIOB Ha IPYyTrUX

CTpaHMIlaX — Ha JII0OOW JIPyroM CTpaHulle pa3jiena.

— Ecm B pa3zeiie HAaCTPOeHbl pd3Hble KOJIOHTUTYJIbI [JI YeTHbIX W HEeYETHBbIX

CTPaHHII, YCTAaHOBUTE KYpCOp Ha YeTHOW CTpaHHUIle, YTOOBI YJAlIUThb COJIEPKUMOe

KOJIOHTHUTYJIOB Hd YeTHbIX CTPdHUIAX, WIK YCTdHOBUTE KYypCOP Ha He4YeTHOH

CTpaHHUIIE, YTOOBI YAAJIUTh COOEep>XHUMOe KOJIOHTHUTYJIOB Hda HEYETHbIX CTpdaHHIaX

paszerna.

2. HEPEfIHHTe B PpeXXUM peldKTHUPOBAHUS BePXHUX WJIIM HUKHUX KOJIOHTUTYJIOB OJHUM M3

CJIeJTyIOIIUX CIIOCODOOB:

— DBruibepute nyHKkT komaHaHoro MeHio BcraBka > KosonTHTynbl > Bepxuuii

KoIoHTHUTYJI / Hinxuuii komonTuTya (M. PrcyHok 263).

Beraeka ®opmar  Wectpymentm Bug  O6wwi goctyn  Cnpaska

Y EH @ HE

',_
=

¥,
'

a0 JC

W #

153

Wzobpamenne...

TekcToBoE None

Durypa

Tabauua...
Wopnyna...

'CI'I'ELI,HEUI bBHBIE CUMEBONB. ..

Pazpeie cTpaHULUm
Paspwe pasgena
Howmepa cTpaHuy,
KonoHTUTY A

COrnaaeneHne

Cobinka..,

PucyHnok 263 —

KO Thames w14
, K K 4 ABF -
LpudT

Ctrl+Enter

4

b [5] BepxHuii konoHTUTYN

£l HusHuii konoHTHTYN

Ctrl+K

Komanngnoe menro BeraBka
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3. Ha mnaHenu WHCTPYMeHTOB, B pasfeie BcraBka HaxMuTe KHONKy -==. Ha
OoTOOpa3uBIIIeNCsl TlaHeJIM BCTaBKM BblOepuTe = Kononturynst > BepxHuii

KoJIOHTUTYJI / HinxHuiit KonmoHTHTYJ (CM. PucyHok 264).

11
oBel AaboBe AaBoBel AaBeBell ... v @ v

bl Jaronoeok 1 3aronoceok 2 Jaronoe~*

E Wzobpaxerwe.., ~
EI TekcToBDE NONe

C_}rl Durypa > Q
HH  Tadawua.. >
Dopyna...

E] CneynansHble CUMBOALL.., ¥

= Pazpeie cTpanvyw

L

*=  Pazpuie pazgena

Howmepa cTpadnd,., >
% BepxHWA KonoHTUTY.N Q KonoHTTy AR L\X} -
@ HuAHWA KonoHTUTYA Ornaenenne

(_fj Cownka...

=1 MNepekpecTHan CoBLIKE. .

'A' 3aknagka...

AR CHocka

Pucynok 264 — [lanenb BcTaBku

— Yrobbl yIanuTh Ccollep>KUMoe BepXHUX KOJIOHTHUTYJIOB, MOJIBeJIJUTe KypPCOP MBIIIHU K
BepXHel 4acTh CTpaHUIbl. UTOOBI yAamuTh COJIepPXKMMOe HWKHHUX KOJIOHTUTYJIOB,

noaBeanTe Kypcop MbIIKU K HW>KHEM 4acTh CTPAHUIIbI. KOFJIEI KypCop npuMeT BU[J

WIHN =, ABAXKJbI IIIeJIKHHUTEe MBIIIBIO.
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4. Tlom wny Ham KOJIOHTHUTYJIOM HakmMuTe KHONKY IlapamMeTpsI U B BBIIAJAIONIEM CIIHMCKE
BbIOEpHTE NYHKT YJQJINTh BepXHUH KOJIOHTHTYJI / YAAJUTh HIKHHN KOJIOHTHUTYJI

(cM. PucyHok 265).

BepxHWiA kKonoHTUTYA MapameTpbl

HacTpolikn sepxHerc KonoHTHTYAE

s

¥aanuTh BEPXHWA KONOHTUTYN

Homepa cTpanuy

PucyHnok 265 — IIyHKT Y aaauTh BepXHHI KOJIOHTHTY.JI

4.10.3 Homepa cTrpanui

B xomonTuTynax mokymenTa (cMm. pasgen 4.10.2) MokHO oTOOpas3vWTh HOMEepa CTPAHHUIL.
Homepa cTpanui] MoryT 0ToOpaXkaTbCsl Kak B OJTHOM (BepxHeM WK HUXXKHeM) KOJIOHTUTYJIe, TaK U B
000X KOJIOHTUTYJIaX OJTHOBPEMEHHO.

Homepa ctpanun no6aBmisitoTcs U yAQJSIOTCS B IpefieflaX BbIOpAHHOTO pasjiesyia JOKyMeHTa
(cMm. paznen 4.10.5). Ilpu 3TOM AEMCTBYIOT ClIeyOIye MpaBuIa:

— Ecmi nokymMeHT coliep>KUT TONMBKO OJIMH pasfiesl, TO HOMepa CTPaHUI] J0OaBJISIOTCS U

YAQJSIOTCS BO BCEM JIOKyMeHTe.

— Ecnu B pasnene ycraHoBjeH 0COOBIM KOJIOHTUTYJI ISl IePBOM CTPaHUIIbI, TO HOMep Ha
MepBOM CTpaHMIle M HOMepa Ha OCTaJbHBIX CTPAaHUIIAX pasfiejla HY>KHO T00OaBlsSTh U
YAQIATh TI0 OT/IeJIbHOCTH.

— Ecnu B pasfiene HacTpoeHbl pa3Hble KOJIOHTUTYJIBI JIJIs1 YeTHBIX ¥ HeYeTHBIX CTPAHUII, TO
N00aBIISIIOTCS W yAQJSIOTCS HOMepa Ha CTPaHMIAX, aHAJIOTHYHBIX BBIOpAHHOM MpU
nobapiieHnH WM ynaneHud. Hampumep, mipy BbIOOpe Y4eTHOM CTpPaHUITHI J00aBIISIOTCS

WA YAAJIAKOTCA HOMepd Hd YeTHbIX CTPAHUIIAX.

Homep crpanuts! npesicraBiiseT coboi TekcToBoe moste (cM. pasnen 4.6.3).
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4.10.3.1 BcraBuTH HOMepa CTPaHMIY

Ytobbl ObiCTpO 10OaBUTH HOMepa crpaHull B ¢opmate 1,2,3,..., BBIIOIHUTE CleAyIollye
JerCTBUS:
1. YcraHoBuTe Kypcop Ha crpaHuIle pazjmena (cM. paszmen 4.10.5), B KOTOpBLIM HYXKHO
nobaBrTh HOMepa cTpanull. [Ipu atom:

— Ecmm B pasgmene HacTpoeH OCOOBIM  KOJIOHTUTYJI Il IIepBOM  CTPAaHMIIBI
(cm. pasgen 4.10.2), To ans mo6aBieHUss HOMepa Ha MepBOM CTpaHMIle YCTaHOBUTE
KYPCOp Ha IIepBOM CTpaHuUIle, a AJist Jo0aBieHHss HOMepa Ha JIpyTUX CTpaHUIIax — Ha
0001 ApyTrod CTPaHUIle pa3iena.

— Ecmm B pasnene HacTpoeHbl pa3Hble KOJIOHTHTYJIBI [JI8 YeTHbIX U He4YeTHBIX
CTpaHMI], YCTAHOBUTE KYypPCOpP HA YETHOM CTpaHuIle, YTOObI J0OABUThL HOMepa Ha
YETHBIX CTpPaHMUIAX, WM YCTAaHOBUTEe KYpCOp Ha HEYeTHOW CTpaHHIle, YTOObI
06aBUTh HOMepA Ha HeYeTHBIX CTPAaHUIIAX pa3jera.

2. OTkpoiiTe MOAMEHIO BCTaBKU OJJHUM U3 CJIEYIONIHUX CIIOCOO0B:

— Boibepure myHkT koMaHiHOTO MeHIo BecraBka > Homepa crpanun (cMm. PucyHok 266).

Beraeka  ®opmar  WHetpyments Bug  OBwmid poctyn  Cnpaeka

Wzobpamerue..,

X0 Thames b

TekcToeoe none

¢} ®urypa g X K H AB T
UpwdT

EH TabBawua...

(M)  Dopuyna..

CneynanbHeIe CHMBOLI..,

*=  Paspbis cTpaHnLp Ctrl+Enter

‘= Paspeis pasaena

it Homepa cTpatmy * = Coepxycnesa

B KoaoHTumyam b = Ceepxy no UeHTRY

=: OrnaeneHwne = Ceepxy cnpasa

¢ Ceonka... Ctrl+K = CHusy cneea

=l [lepekpecTHans ccolka.. = CHusy no ueHTpy

[] 3aknagka.. = CHusy cnpaea

AE  CHocka Ctrl+Alt=F [

Pucynok 266 — Komananoe menio BecraBka
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— Ha mnanenn uHCTpymMeHTOB, B pasfieie BcraBka HaxmuTe KHOIKY -“==. Ha
0TOOpa3UBIIIeNCs MaHeJId BCTaBKU HaBeAUTE KyPCOP MBIIIA Ha KHOMKY @ Homepa

crpanun (cM. Pucynok 267).

sl AabboBE AaBoBBl AaBoBell ... [‘}, @ v

Jaronoeok 1 3aronoeok 2 3aronoe~ =

E Wzobpaxerwe... -~
EI TekcToBDE NoNe

('_':‘_rl Durypa ] Q
EH Tabamua... b
Dopyna...

E] CneymantHBe CUMBOLL... b

[
= Pazppie cTpaHuLBp
—_
= Paspwie pasgena
= . . Howmepa cTpadud, .. L\} >
@ KonoHTHTY AR ¥
OrnaeneHne
({,‘q Cewnka...
=1 Mepekpecthan ccbinka..
n n n
L) Jaknagka...

AB CHocka

Jara
@ Bpema

Pucynoxk 267 — IlaHenb BcTaBKkU

3. B oTkpeiBIIEeMcs I0JIMeHIO BbIbepuTe MecTo 0TOOpaXkeHUs: HOMepOB CTPaHMII.
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YT0o6b! 106aBUTH W/WIIK HACTPOUTb HOMepa CTPaHUI], BBIIIOJIHUTE CIIeAYIole 1eHCTBUS:

1. VYcraHoBuTe Kypcop Ha crpaHuile pazfena (cM. pazfen 4.10.5), B KOTOPOM HY>KHO
100aBUTh W/WIIM HACTPOUTh HOMepa CTPaHMII, TaK, KaK OIIMCAHO BBIIIIe.

2. Tlepeiinute B peXuM peJaKTUPOBAHMS TeX KOJIOHTUTYJOB (cM. pasmen 4.10.2), B
KOTOPBIX HY>KHO J00aBUTh W/WJIK HACTPOUTh HOMepa cTpanuil. Harpumep, eciii Homepa
CTPaHUIl HY>KHO J100aBUTh W/WIA HAaCTPOUTh B BEPXHUX KOJIOHTUTYJIAX, IepeinTe B
PEeXUM pe/laKTHPOBAaHUSI BEPXHUX KOJIOHTUTYJIOB. [IJI1 9TOro BBINOJIHUTE OJIHO U3
CJIeIYIOIUX TeUCTBUM:

— Bribepute myHKT KOoMaHjgHOrO MeHI0 BcraBka > Komonturynel > Bepxuwmii

KoJoHTHUTYJI / Hixuuii kononTutya (cM. Pucynok 268).

Beraeka Dopmar  WHotpymente  Bug  OBwwi goctyn Cnpaeka

VizoBpaxetue... XO Thames v |14

TekcToBoe Nose

H Durypa ¢ K K 4 AB & o
UpudT

BEH TabBawua...

() Dopmyna...

CneunansHee CUMBOALI .

*5 Paspbie cTpaHWUp Ctrl+Enter

‘= Paspuie pazgena

# Howmepa cTpaHuy b

= KonoHtumyaw » [E] BepxHwii konoHTUTYN

=: OrnasnerHue [E]  HuskHuid konoHTUTYN

¢ Coonka.. Ctrl+K

=1 [lepekpecTHan CcbliKa...

[[]  3aknagka..

AE CHocka Ctri+Alt+F

51 [Jara

() Bpewms

Pucynok 268 — Komangnoe menio BecraBka

— Ha mnaHenmum wuHCTpyMeHTOB, B pa3sfeile BcraBka HaxXmMuTe KHONKY -==. Ha
oToOpa3uBIlIelics TlaHeld BCTaBKU BblbepuTe B Konouturynsr > Bepxuuii

KoJIoHTHTYJI / HixHauii kosnoHTHTYJ (CM. PricyHok 269).
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11
oBel AaboBe AaBoBel AaBeBell ... v @ v

bl Jaronoeok 1 3aronoceok 2 Jaronoe~*

=
=

§ Durypa >

HEH TaBauua... >

i:_) Dopyna...

a CneuransHele CUMBONL... >

= Pazpeie cTpanvyw

L

*=  Pazpuie pazgena

Howmepa cTpadnd,., >
BepxHWA KonoHTUTY.N @ KongHTuTy A L} -

Ornasnenne

HuAHWA KonoHTUTYA

E Wzobpaxerwe.., ~

E[ TekcToBDE NONe

(:} Cewinka...

Pucynok 269 — Ilanenb BcTaBku

Yrob6bl mNepeiTH B peXXUM peNaKTUPOBaHUS BEPXHUX KOJIOHTHUTYJIOB, IIOABEAUTe
Kypcop MBIIIM K BepxHed 4dYacTd CTpaHUIbl. UYTOOBI IepeHTH B Ppexum

PedaKTUPOBAHWA HUWUKHUX KOJIOHTHUTYJIOB, IIOABEOUTE KYpCOpP MBIIINU K HIDKHEH

yacTu cTpaHuibl. Korjma kypcop npumeTr BUp WIM =, JABXIbl IIeJIKHUTe
MBIIIBIO.

Ecmn B paspen yxe nobaBiieHbl HOMepa CTpaHMI], HaXMHUTE COYeTaHWe KJIaBMII
Alt+P / ~ Option+P. KonoHTUTYs1, B KOTOPOM pacloJIOXKeHbl HOMepa CTpaHMII,
nepeiieT B peXXuM pepakTupoBaHus (cMm. PucyHok 271). Eciim HOMepa cTpaHuIl
coliepXarcsl U B BepXHeM, U B HIDKHEM KOJIOHTUTYJIe, TO 10 YMOJIYaHUIO B PEXXUM
pellaKkTUpOBaHMs IlepeiiieT BepxHUA KOJIOHTUTYJ]. CIlipaBa aBTOMAaTH4eCKy

0TobpasuTCs MaHesb HACTPOeK KOJIOHTUTYIIOB. [lepelinuTe k AeliCTBUSM I1.4.
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3. OTkpoiTe 1MaHeb HACTPOEK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CIIOCOOOB:
— Ilog wiv Hag KOJIOHTUTYJIOM HaxkmuTe KHONKY IlapameTpsl U B BbINajarolieM

cnucke Boibepute yHKT Homepa crpanun (cMm. Pucynok 270).

BepxHWiA KONoOHTUTYA MapameTpbl

HacTpoiikn BEpXHErD KOAOHTUTYAS
¥aannTb BEPXHUA KONOHTHTYA

Homepa cTpaHuy, [}

Pucynok 270 — [Iyaxt Homepa cTpanuig

— Ha 60okoBo# nlaHeny HaXKMUTe KHOIIKY @ (BepxHuii KOJIOHTHTYJI) WIN @ (Hyoxwamii
KoJoHTHTYJa) (cM. PucyHoxk 271). Ha orTkpeiBlielcss IaHeld HACTpPOeK

KOJIOHTHUTYJIOB BbI6epI/IT€ BKJIaIKY HOMEpa CTpaHHIl.

jo!

= BepxHWit KONOHTUTYA

—a-:'p-::tmm FAoMepa cTpaHunL, @

BepxHuid konoHTTY N MapameTpbl Dopar

bez Homepoe v

Pucynok 271 — Ilanenb HacTpoek BepXHero KOJIOHTUTYJIa

4. Ha maHemu HACTPOEK KOJIOHTUTYJIOB, BO BKiIagke Homepa crpaHuny ykaxwure
HeoOxouMble TapaMeTpsl (cM. PrucyHok 272):
— ®opmar — Tyl HyMepaluu, Harpumep, apabckye UM pUMCKUe ITUPHI.
— BrIpaBHHBaHHe — pPacII0yIoXKeHHe HoMepa [0 FOPU30HTAJIbHON OCH.
— Hauars ¢ — 3HaueHue, ¢ KOTOPOTO ClleflyeT Ha4yaTb HyMepallHIo.
— IIpomomxuTh C NMpegbIAyIIero pasjesia — IPOJ0JDKUTh HyMepallyio Ipe/ibIIyIero

pa3aeiia.
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—» BepxHWIA KONOHTUTYA Q

Hactpoiikn Homepa cTpaHiy @

Mapametpsi Dopmar

Bt PaBHHMEGHWE

=

~

Hymepauua
Hauatk ¢ 1

O NMpogomkuTs ¢ npeabigyLero pazgena

Pucynok 272 — IlapameTpsl HyMepalyy CTpaHUI]

5. BrriauTe U3 pexxvMa pefjakTUPOBAHHUSI KOJIOHTUTYJIOB OJTHUM U3 CJIeJTyIOIIUX CIIOCOOOB:

- HBB)K}II)I IOEeJIKHUTEe I10 TeKCTY NOKYMEeHTad 3a I1pefejiaMi KOJIOHTUTYJIOB.

— Haxmure KHOIIKY [ 110, MJIK HaJl KOJIOHTUTYJIOM.

— Haxwmure knaBuiy Esc.

B pexxuMe peJaKTUPOBdAHHWS KOJIOHTUTYJIOB MOXXHO IIPUMEHUTDb Cl)OpMaTI/IpOBaHI/Ie K

TexcToBoMy 1010, B KOTOPOM pacHoJIOXXeH HOMep cCTpaHuIlbl (cM. pasmen 4.6.3).
Hanpumep, usmenuTth 3ainuBKy (cM. pasznmen 4.6.5) wimm koHTyp (cM. pasgen 4.6.6)
TEeKCTOBOTO TOJIS.

Homepy crpanunbl. Harpumep, uaMeHUTh BT WM HadepTaHue. dopmMaTupoBaHue
HOMepa CTPAHUIIBI OCYIIECTBIISETCS aHAJIOTMYHO GOPMATHPOBAHUIO OCHOBHOTO TEKCTa
nokymeHTa (cM. paszen 4.3). UToObl nepedT k pOpPMaTUPOBAHUIO HOMepa CTPaHMIIbI,

BBIJICJIUTE TeKCTOBOe II0JIe JBOMHBIM IIeTYKOM MBIIIIH.

4.10.3.2 YganuTths HOMepa CTPaHMIL

YToOBI yamuTh HOMepa CTPAHMII, BHITIOJTHUTE CJIe[IyIolre JeHCTBHUS:

1.

VYcraHoBUTe Kypcop Ha CTpaHMIle pa3fiella, B KOTOPOM HY>KHO YaJIUTh HOMepa CTPaHUII.

[Ipu s3TOM:

— FEcmm B pasnene HacTpoeH OCOOBIM KOJOHTUTYJ ISl 11€PBOM CTPAHUIIBI, TO [
yZlalleHHsl HOMepa Ha IIepBOM CTpaHMIle YCTaHOBUTe KypCOp Ha IIepBOM CTpaHMIle, a

TSl yJlaJieHus HoMepa Ha JIPYTUX CTpaHUIlax — Ha Jitob0M Apyror cTpaHuIle pasiena.
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Ecimu B pa3zneiie HAaCTPOeHbl pd3Hble KOJIOHTUTYJIbI [JId YeTHbBIX W HeYeTHBLbIX
CTpaHHUI], YCTAHOBUTE KYpCOp Ha YeTHOU CTpaHHUIIE, YTOOBI YAAJIIUThb HOMEpa Ha
YETHBIX CTpPAdaHUIAX, WK YCTAHOBHUTE KYpPCOP Ha HEe4YeTHOH CTpaHulIie, YTOOBI

yAQJIUTh HOMepa Ha He4eTHBbIX CTPAaHHUIaX pasfiena.

2. Tlepeiinure B peXuM peNaKTUPOBAHUS KOJIOHTUTYJIOB, B KOTOPBIX OTOOpPaXKaroTCs

HOMepa cTpaHuIl. Harmpumep, eciu HOMepa CTpaHMII OTOOPAXKAIOTCSI B BepXHEM

KOJIOHTHUTYIJIE, Hepefl}IHTe B PeXHUM pPeJdaKTUPOBAHHWA BEPXHUX KOJIOHTHUTYJIOB. HJISI 3TOro

BBITIOJIHUTE OFJHO U3 CJIeJYIOIIUX JIeUCTBUIM:

Breibepute myHKT kKoMaHmgHOTO MeHIO BceraBka > KosonTHTYyNBI > BepxHuii
KoJoHTHUTYJI / Hixuuii kononTutya (cM. Pucynok 268).

Ha mnaHenmu wuHCTpymMeHTOB, B pasnene BcraBka HaxmMuTe KHONKy -===. Ha
0TOGpA3MBIIeHCS TIaHEeNM BCTaBKM BhiGepure ) Komomrurynasr > Bepxmmii
KoyoHTHUTYJI / Himxuuii kononTuTya (cM. PrucyHok 269).

YroObl mepedTH B PeXUM PeAaKTUPOBAHMS BepXHUX KOJIOHTUTYJIOB, IIO/IBE/IATE
Kypcop MBIIIM K BepxHed 4YacTh CTpaHUIbl. YTOOBI IlepeTh B pexum

peaaKTUpPOBaHUS HUXKHHUX KOJIOHTUTYJIOB, IIOABeJnTe KypCOpP MbIIIN K HIDKHEeN 4acTHu

crpanunbl. Korga kypcop npuMer BUIL — WIH =, IBX/IbI HIEJIKHUTE MBIIIBIO.

Haxwmure coueranve kiaBuil Alt+P / ~= Option+P. Kononturyn, B koTopom
pacrosoXeHbl HOMepa CTpaHuI], IlepeifieT B PeXXMM pe/lakTUpoBaHus. Eciu Homepa
CTpaHMII COZIepXKaTcsl ¥ B BePXHeM, U B HIDKHEM KOJIOHTUTYJIe, TO 110 YMOJIYaHHIO B

PEXXUM peJlaKTUPOBaHMUSI IepeiiieT BepXHUN KOJIOHTUTY L.

3. VYpanure HOMepa CTPaHUIl OHUM U3 CJIeAYIOIMIUX CIIOCODOOB:

Ilox winy Haj KOJIOHTUTYJIOM HaxxMuTe KHONKY Ilapamerpsl ¥ B BbIIafaroliem

CITMCKe BbIOepuTe MYHKT Y JaJIUTh HOMepa cTpanul (cM. PrucyHok 273).

BepxHWE KONOHTUTYN MapaneTphl

HacTpoiiki BepxHEro KONOHTUTY A
¥AanMTh BEPXHWA KOACHTUTYA
Homepa ctpanny,

YaanuTe HOMERE CTRaHWL,

Pucynok 273 —Kuonka IIapameTpsi
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— Ilom win HaI KOJOHTUTYJIOM HakmuTe KHONKYy IlapameTrpsl U B BbIaJarolemM
criicke BblOepuTe nyHKT Homepa crpammny (cm. Pucynok 273). Ha mnanenu
HACTpPOeK KOJIOHTUTYJIOB, BO Bkiiajike Homepa cTpaHul, B BBINQJAIOIIEM CIHCKe

dopmar BriGeprTe 3HaYeHre Bes HomepoB (cM. PucyHok 274).

— BepxHWiA KONOHTUTYA Q
m Hactpoiikn  Homepa ctpaHuy, @
MapameTpe Dopmar:

1.2.3. .. e
Bes Homepoe
Vo123, .
LILII, ...
RN
ABC, ..
ab.c ..
CrpaHwua 1
Tns1
1/X

1-

Pucynok 274 — Beinaparomiuii cnivicok opmat

— O)IHI/IM IIeJTYKOM MBIIIKW BbIEJINTE TEKCTOBOE II0JIe C HOMEpPOM CTpaHHUIbI U HA

IIaHeJIM HWHCTPYMEHTOB, B pa3fejie (I)nrypa Ha’XMUTE KHOIIKY @ (YIIaJIl/ITI)

¢urypy) (cm. Pucynok 275).

X0 Thames -+ A A o) LieeT zanmekn v E Bokpyr pamkn v ( .
_ - o AaBoBel
Ko Y AR e - aca == Konmyp v MegroHate pasmep DA
WpndT AB3ay Purypa Crunawn
BepxHWIA KONOHTWUTY A [MapameTphl

Pucynok 275 — Knonka Ypamuts ¢urypy
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— OpHUM IIeTYKOM MBIIIA BbIZEJIUTEe TEKCTOBOe II0jie C HOMEepOM CTPaHMIbI U
HaxxmuTe KiaBuiy Delete min Backspace Ha kiiaBuatype.
4. Briiure U3 pexxvMa peJJakTHPOBaHHUS KOJIOHTUTYJIOB OTHUM U3 CJIEAYIOIIUX CIIOCOOOB:

- I[Bﬂ)KI[bI IIeJIKHHUTEe I10 TeKCTY AOKYMeHTa 34 IIpeJejlaMi KOJIOHTUTYJIOB.

— Haxmure KHOIIKY oa Uik Ha[l KOJIOHTUTYJIOM.

— Haxwmure knaBuiry Esc.

4.10.4 Pa3prIB CTpaHULIBI

[Tpunoxxenne «MorOduc TekcT» aBTOMaTUYeCKU JIeUT JOKyMeHT Ha CTpaHUIbl. Pa3phiBbl
CTpaHUI] MOXKHO TaKXe J00ABIISITh BDYYHYIO B JIFOOOM MeCTe JOKYMEHTa.
Jlna sroro:
1. YcraHoBuTe Kypcop Ha TO MeCTO JJOKyMeHTa, II0CJie KOTOPOro HeoOXOAUMO HadaTh
HOBYIO CTPaHHILy.
2. Jlob6aBbTe pa3pblB CTPAHUIIBI OJJHUM U3 CJIeAYIOMIMX CIIOCOOOB:

— BbI6epI/ITe IIYHKT KOMdHJHOI'O MeEHIO BcraBga > PaprIB CTpaHUIbI

(cM. Pucynok 276).

Beraeka @opmat  WHotpymedtm  Bug O

WzobpaxeHne...

TekcToBOE None

Durypa

B @ HE

TaGawua...

f e
\.ﬁ.r'

Dopmyaa...

),
B

CI'IE'LI,H-E."II:HI:IE‘ CHMBCNB..

mL 1IC

Pazpeie cTpanvum Ctrl+Enter

Paspuie pasgena

Homepa cTpaquy,

KonoHTUTY AR »

m #

OrnaeneHne

Pucynok 276 — Komananoe menio BecraBka

— Ha nanenu uHCcTpyMeHTOB, B paszienie BecraBka HaxMuTe KHOIKY === (cM. PucyHok 277).
. L
Ha orobpasuBiiieiicsi maHey BCTaBKA HA)XKMUTe KHOIIKY " Pa3phIB CTpaHULIBI.

— Haxwmure couerauue kinasuin Ctrl+Enter / 3Cmd+Enter.
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AabboBe AaB6BBl AaBoBsll ... [_]v v -

Jaronoeok 1 3aronoceck 2 Jaronoe~*

E HMzobpaxeHne.., ~

E[ TekcToBOE NONe

) Durypa >
EEH TaBamua... »
C'-_) Mopmyaa...

a CneyuansHeie CHMBOAL... »
= Paspbie cTpaHULp

—_

*=  Pazpuie pazgena

Pucynoxk 277 — Ilanenb BCcTaBKU

4.10.5 Pa3prIB pa3geina

Jliis KaXkJoro pasfesa IOKyMeHTa MOXXHO HAaCTPOUThb YHHKaJIbHble ITapaMeTpbl CTPaHUIIbI
(cM. paznen 4.10.1) u xosmoHTUTYIHI (CM. pa3nen 4.10.2).

[To ymMom4aHMiO JIOKyMEHT COCTOWUT M3 OAHOrO paszesnia. UTobbl pa3bUTh OKyMeHT Ha
HEeCKOJIbKO pa3JlesioB, OTJIeIuTe UX APYT OT JIpyra HelleyaTaeMbIM CHMBOJIOM, KOTOPBIN Ha3bIBaeTCsl
paspwvlbom paszdena. Hampumep, 4TOOBI B JJOKyMeHTe, COCTOSIIIEM M3 Tpex IVIaB, Kajas IJlaBa
SIBJISLIACh OT/IeJIbHBIM pasfiesioM, YCTaHOBUTe pa3pbiB pasziesia Iocjie KaX 10U IVIaBbl JOKyMeHTa.

YToOBI BCTaBUTh pa3phlB pasfiena, BhIIIOJIHUTe ClelyIoIiye JeHCTBUS:

1. Yxkaxure MecTo AJi1 BCTaBKU OJHUM U3 CIIeAYIOLIUX CIIOCOOOB:

— YcraHoBUTe Kypcop Ha TO MeCTO JOKyMeHTa, IIocjle KOTOpOro Heo0XOAWMO
BCTaBUTb Pa3phIB pasziera.

— Ecsnu pa3psIB pasena TpebyeTcsi BCTaBUTh J10 U 1ociie ¢pparMeHTa TeKCTa, BbIeNIuTe
3TOT (pparMeHT.

2. BcraBbTe pa3pbIB paszieyia OAHUM U3 CJIeyIOMIKUX CIIOCOOO0B:

— BribepuTte myHkT KOMaHIHOTO MeHIO BeraBka > Pa3psiB pa3nena (cm. PucyHok 276).
— Ha nanenu uHCcTpyMeHTOB, B paszienie BcraBka HaxMuTe KHOIKY === (cM. PucyHok 277).

Ha oTtobpasuBIneiics aHeM BCTABKU HAXKMUTE KHONKY "= Pa3pbIB pasmena.
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4.10.6 OrinaBienue

B nmokymeHT MoxkHO M06aBUTH orniaBiieHre. OriaBieHue GpOpMHUPYyeTCs U3 UMEIOIINXCS B
JIOKyMeHTe 3ar0JIOBKOB — pparMeHTOB TEeKCTa, K KOTOPBIM NMPUMEHEeHbI MpelyCTaHOBJIeHHbIe CTUIH
3arosioBok 1 — 3aroyioBoK 5 MM CTHJIM 3ar0JIOBKOB, CO3/IaHHBIE BPY4HYIO (CM. pa3zaen 4.3.2.1).

[To ymomuaHMIO OrJIaBIEHHME aBTOMATHYeCKU (POPMHUPYETCS W3 3arojioBKOB, K KOTOPBIM
MIPUMEHEeHbl TIpe/lyCTaHOBJIeHHbIe CTWIM 3arosioBok 1, 3arosmoBok 2 u 3arosoBok 3. [lpu
HEe0OXOJIMMOCTA MOXXHO M3MEHUTh CTWIW 3ar0JIOBKOB, M3 KOTOPBIX (GpOpPMHUpYyeTCsl OrjiaBjieHHe, U
KOJIMYeCTBO YPOBHe! B OTJIaB/IEHHUU.

OraBiieHrie OOHOBIIIETCS B JIOKyMeHTe aBToMaTH4deckd. OOHOB/IeHHe BKJIIOYaeT Kak

HN3MEHEeHHs B TEKCTe 3dI'0JIOBKOB, TdK U UI3MEHEHHW HOMEPOB CTPAHHUII.

4.10.6.1 IlpuMeHUTH CTHJIM K 3aroJI0BKaM JIOKyMeHTa

[Ipexxne 4emM BCTaBUTH OIJIaBJIeHHEe, MPUMEHUTe CTUIM THUIMA «3arojioBOK» K KaXXIOMY
3aroJIoBKY, KOTOPBIM CO/IEP>KUTCS B IOKyMeHTe. Harpumep, eciiv B IOKyMeHTe COIepXKaTcsl IT1aBHl,
pasfiesibl U MOApPa3zesibl, IPUMEeHUTe CTWIb 3aroJIOBOK 1 K 3arojioBKam rjaB, CTU/Ib 3aroJIOBOK 2 —
K 3aroJIOBKAM pasziesioB U CTUJIb 3arojI0BOK 3 — K 3arojIoBKaM I0/Ipa3fieioB.

YT0oObI IPUMEHUTD CTUIb K 3ar0JIOBKY, BBIIIOJIHUTE CIIeAYIOIIUe IeHCTBUS:

1. BeimenuTte TEKCT WK TOMECTHUTE KypPCOP B TEKCTe, KOTOPBIH SIBJISIETCS 3aTOJIOBKOM.

2. Ha nanenu uHCTpyMeHTOB, B pasziesie CTHiIM BbIOepuTe CTWIIb 3arOJIOBKa OJHUM M3

CJIeJTyIONIHX CIIOCOOOB:

— BribepuTe cTriIb 3ar010BKa U3 0TOOpaXkaeMbIX cTuiied (cMm. Pucynok 278).

AaboBe  Aabb0B1 AaBoBe AaB6Bel  AaBeBsl' ... HH ~

OBbIYHRI Jaronosok 1 Jaronopok 2 JaronoBok 3 Jaronoeok 4 .

CTinm BcTaska

Pucynoxk 278 — Paznen nanenu uaucrpymenToB Ctuiamn
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— Haxmure Ha KHOIIKY === H Bbl6epI/ITe CTWJIb 3droJIOBKA M3 BbIIIaJAdlOIIero CIIMCKa

(cM. Pucynok 279).

AaboBe = Aab0B1 AaB0BE AaBoBel AaB6Bel |[..|

DEbIYHbI 4 Jaronoeok 1

CTinm

AaB6BeITInEeE&Kx33UuHi

EbIYHBI M

AaB6BeI'r/InEeEéKxk331
3aronoceck 1

2 Pl

AaBo0BeIT/InE eE k3311l

3aronoeok 2

AaBoBBI'TInEeEe Hm33nlliK

JATQNOBOK 3

AaB6BeIt/IgEeE ek 3HnlliiK k]

3aronoeok 4

AaB6Bel'tIaEeEié Hm3sullin KL

JAMCNOBOK 2

+ Coznate HOBLIA CTWAL

Pucynok 279 — Cnimcok cruneit

ITocne IIpUMeHeHus CTHWJIEN 3ar0JI0BKOB BCTABbTE B JOKYMEHT OI'JlaBJIeHHe.

4.10.6.2 BcraBuTh orjiaBjieHue

YTOoOBI BCTaBUTH OIJIaBJIeHHe, BBIIIOJIHUTE CIIeIyIolye 1eHCTBUS:

1. YcraHoBuTe Kypcop B TOM MeCTe TeKCTa, Ilepel] KOTOPbIM TpeOyeTcs BCTaBUTH
OrJIaBJIeHue.

2. DBrInonHATe KOMaHAy BCTaBKU OJIHAM U3 CJIelyIOIIUX CIIOCODOB:

— Bribepute nyHKT KoMaH/iHOTO MeHI0o BeraBka > Ornasienue (cMm. Prucynok 280).
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Beraeka @opmar  Wecrpymentm  Bug O

[]  Wzobpamerne...

TekcToeoe none

) Durypa 3
BEH TabBawua...

(M  Oopmysa...

CneynansHele CUMBOE...

*=  Pazpele cTpaHuLb Ctrl+Enter
‘= Paspeie pasgena

#  Homepa cTpanuy, 3
H KoaoHTumyaw k
=: OrnaeneHune

Pucynok 280 — KomangHoe meHto BeraBka

— Ha mnanemu wHcTpy™mMeHToB (cM. PucyHok 281), B paspene BcraBka HaxmuTe

KHOIIKY --. Ha oToOpa3yiBILIelics TaHeM BCTaBKU HOKMUTe KHOIIKY = - OrjiaBieHue.

AabboBe AaBo6BBl AaBoBell ... ['}, v

3aronosok 1 3aronoBok 2 Jaronog~* =

E HMzobpaxeHne.., ~

E[ TekcToBOE NONe

&) ourypa >
HH  TaBawua.. »
E'_-j Dopnyna...

m CneuuansHele CUMBOAL... ¥
[

*/=  Paspbie cTpaHuuw

—

= Paspwie pasgena

Hownepa cTpadu,. »
@ KonoHTWTY AL »

OrnaeneHne h

Pucynoxk 281 — Ilanenb BcTaBku
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[To yMomyaHuio orjyiaBleHHe Bcerja OTHeNIseTCsl OT OCTaJbHOI'O JIOKYMeHTa pa3pblBOM
crpaHuibl (cM. paszen 4.10.4). I1pyu Heo6X0UMOCTH pa3pbIB CTPAHHUIIBI MOXKHO YJIA/IATh.

HazBaHue orsaBieHns yKaXuTe BPyYHYIO.

4.10.6.3 PemaxkTHpOBaThH OrJjIaBjIeHHe

HpI/I pPedaKTUPpOBAHHWHU OIJIaBJIEHH A MOXKHO BbIIIOJIHUTD ClieJyroijre IerCTBUS:
— HO63BI/ITI) WJIK YOAJIUTb YPOBHHU OI'JIaBJIEHHS;
— HW3MEeHUTb CTHUJIHN 3ar'0JIOBKOB JI ypOBHEI:I OI'JIaBJIEHHW ],

— CKPBITb UJIN OTO6paBI/ITb HOMepd CTpaHHII B OI'JIaBJIEHUH.

YToOBI peflakTUPOBATh OTrJIaBjieHHe, BBITIOJIHUTE OJTHO U3 CIIeAYIOIIUX JeHCTBUMN:
— IllenkHuTe MO OIVIABJIEHWIO JIeBOM KHOIIKOW MBIIIM M Ha I[aHEeJIW HWHCTPYMEHTOB,

B pazjiesie OryiaBieHue HAXMUTe KHOTKY 527 M3MeHuTh (cM. PucyHnok 282).

, By xD@-v 2 Aa
AoBaenTh E} v ':__) [ Q ssa ass B",a,a.nmb

Mabpannoe ®ain Mpaska WpudT AB3ay Ornaenerue BcTaBka

B 1 (1) = 1) .|
1) (0] =10 )Y

B | 011 (0] 210 ) o T

Pucynok 282 — Knonka A3ameHuTH

[IlenkHUTEe 1O OIVIABJIEHUIO I[IPAaBOM KHOIIKOW MBIIIM W BBIIIOJIHUTE KOMaHIy

KOHTEeKCTHOTro MeHI0 U3MeHHTE orJiaBJ/IeHHe.
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OTtkpoetcst okHo 3MeHuTH oryaBienue (cM. PrucyHok 283).

N3meHnTL ornaeneHme X
3aronoeok 1 v
2 3aronoBok 2 v
3aronoBok 3 v X

+ Hoewii ypoeeHs

Moka3blBaTe HYMEPaLIWKD CTRaHML,

Pucynok 283 — OxHo I3MeHUTH orjiaBjieHHe

ITocne n3MeHeHHs CBOMCTB OIJIaBJIeHMS BHKPOIZTE okHO I3MeHHTDH orjiaBJ/IeHHe. HJ'IFI 3TOTO

IIEeJIKHHUTEe MbIIIBIO 34 ITpefejiaMi IdHHOT'O OKHAd WJIKN Ha’)KMHUTe KHOIIKY X B ero 3aroJjioBke.
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4.10.6.3.1 JTo6aBUTH YPOBEHbH OrJIaBJICHUS

OrsaBieHre MoOXeT copepXaTb 10 9 ypoBHel 3arojioBKOB. [Io yMoiyaHMIO OHO COCTOWT
13 Tpex ypoBHeH. [lepBbIM ypOBHeM OIJIaBJIeHUsl SIBJISIFOTCS 3arOJIOBKM, K KOTOpPBIM IIpYMeHeH
CTWIb 3aroyioBoK 1, BTOpbIM ypOBHEM — 3arojiOBKH, K KOTOPBIM IIPUMeHeH CTHJIb 3aroJjIoBOK 2,
TPeTbUM — 3ar0JIOBKH, K KOTOPBIM IPYMeHeH CTWIb 3arojIoBoK 3.

Kak mpaBuio, B oOrjiaBieHHe BKJIIOYAIOT He 0Oojlee TSTH YPOBHEM 3arojiOBKOB.
ITpu nobaBneHny 4eTBEPTOIO U ISITOTO YPOBHS OIJIaBJIeHUs JJIs HUX aBTOMAaTU4eCKU BbIOMPArOTCS
IIpe/lyCTaHOBJIEHHble CTU/IY 3aroJjI0BOK 4 1 3aro/I0BOK > COOTBETCTBEHHO.

Ecm B ornaBiienune TpebyeTcs no0aBUTH Oosiee TATH yPOBHEM 3arojiOBKOB, BPYYHYIO
co3mavite crtuinu (cM. pasgen 4.3.2.1.2) u mnpuMeHuTe HuX K TpeOyeMbIM 3arojioBKam
(cMm. pasmen 4.10.6.1). 3aTem nobaBbTe YPOBHM OTJIaBJIeHHs, KOTOPbIe OyAyT GpOpPMHUPOBATHCS W3
JTAHHBIX 3aT0JIOBKOB.

YTo06b! 106aBUTH YPOBEHb OTJIaBJIeHUs], BLITIOJHUTE CIIeyIoIIue JeHCTBUS:

1. B oxuwe V3meHuThr oriaBjeHHe HaxmuTre KkHonky -+ HoBbI  ypoBeHB

(cm. Pucynok 284). B criucke ypoBHe# 0TOOPa3UTCSI CTPOKA HOBOT'O YPOBHS OTVIABJIEHUS

(cM. Pucynok 285).

2meHWTEL ornaeneHme X
3aronoeok 1 v
2 3aroNoBeoK 2 v
3aroNoBoK 3 v X

+ Hosbiil yposeHs

MokaszblEaTe HYMEPaLLWKD CTRaHML,

Pucynok 284 — JlobaBieHue ypoBHs OTJIaBJIeHHUs
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2. BpibepuTe u3 BBINAMAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, M3 KOTOPBIX CJiefyeT
dopmMupoBaTh JaHHBIM ypoBeHb orjaBieHus (cM. PucyHok 285), wim ocraBbTe CTUIIb,

BbIOpaHHBIY 110 YMOJTYaHHUIO.

l12mMeHWTE ornaeneHme X
I 3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
o 3aronoeok 4 v . x
O BBIYHBIA

3aronoeok 1
3aronoBok 2
3aronoBok 3

@ nc v 3aronoeok 4
3aronoBok 5
HazeaHwe gokymeHTa
Moazaronoeok

KonoHTWUTYA

CHocka

Pucynok 285 — Beibop cruns
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4.10.6.3.2 3MeHUTH CTHJIb 3aroJIOBKOB JIJISI YPOBHSI OIJIaBJICHHS

YpoBHM oOrsaBiieHHss MOXXHO GOPMHUPOBATh KaK M3 3arOJIOBKOB, K KOTOPBIM IPUMEHEeHbI
NpelyCTaHOBJIEHHble CTWIA 3arooBok 1 — 3arosoBok 5, Tak W U3 3arojiOBKOB,
K KOTOPBIM IPUMEHeHbI CTHJIH, CO3/IaHHbIe Bpy4YHYto (CM. paszen 4.3.2.1).

YTtoObl M3MEHWTh CTWJIb 3aroJIOBKOB, W3 KOTOPBIX (GOPMHPYETCS KaKOW-TH00
YPOBEeHb OTJIaBJIeHHs], BBIIIOJHUTE ClelyIoIIue JeHCTBUS:

1. B oxkne A3MeHUTH orjaBjieHHe, B CTPOKe TpebyeMOro ypoBHSI OIJIaBJIeHUsI Pa3BepHUTe

BbINIA/IAIOIMI CIIUCOK cTuien (cMm. PucyHok 286).
2. BpibepuTe u3 BBINAAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, W3 KOTOPBIX CJiefyeT

$bopMUpOBaTh JaHHBIN YPOBEHb OIJIABIIEHUSI.

M3meHWTL ornaeneHme X

3aronoeok 1 hd
O BBIYHBIA

" Jaronosok 1
3aronoBok 2
3aronoBok 3
Jaronosok 4
3aronoBok 5
HazeaHWe gokyMeHTa
Moazaronosok
KonoHTWUTYA

8 nc

CHocka

Ctunk1
S

Pucynok 286 — Beibop crumns
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4.10.6.3.3 YmanuTh YpOBeHb OIJIaBJICHHS

[Ipy HeoO6XOAMMOCTH KOJIMYECTBO YPOBHEHM OIJIaBJIeHHWsI MOXKHO COKpaTuTh. Hampumep,
orjiaBjieHMe, KOTOpOe COCTOUT W3 4YeTblpex YPOBHeHM, MOXHO Ipeobpa3oBaTh B OIJIaBjieHHE
13 JIByX ypoBHeH. [yt 3Toro ciefyeT yAaauTh YeTBepThIA U TPeTHM YPOBHU OTJIaBJIeHUSI.

VpOBHU OrJ1aB/ieHHs MOXKHO YHAJIATh, HAUMHAs C IIOCJIeJIHEer0 YPOBHS B CITHCKe.

YTo0b! yIaNMUTh MTOCIIeHUM YPOBEHb OrjlaBiieHus], B OkHe I3MeHHUTD orjaBjieHHue HaKMUTe

KHOIIKY  CIIpaBa OT JaHHOTO ypoBHS (cM. Pucynok 287).

l12mMeHWTE ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 3aronoeok 4 v
3aronoBoK 5 v | R

+ Hosbiit ypoBeHs

MNMokazbleaTe HYMepPaLWHD cTpaHnL,

Pucynok 287 — Y nanenuvie ypoBHsI OrJiaBjieHUs

4.10.6.3.4 CxpbITH WM 0TOOPA3UTH HOMepa CTPAHHUI]

[To ymomyaHuio i KQXJOrO 3arojioBKa B OIVIaBJIeHWH 0OO3HaYeH HOMep CTpaHMIIbI, Ha
KOTOPOM OH pacrosoxeH (cM. Pucynok 288). Homepa cTpaHuIl BEIYUCISIOTCS aBTOMaTUYeCKH.

YToOBl CKpBITH HOMepa CTPaHWIl B OIVIaBJleHWH, B OkHe V3MeHUTH oOrjaBjieHHe
(cm. Pucynok 287) cuumure draxkok Iloka3sIBaTh HyMepani0 CTPaHMII.

YroObl BepHYTHCSI K OTOOpPa’KEHUIO CTPAHULL, I0CTaBbTe TAHHBIN (IIaXKOK.
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4.10.6.4 ®opMmaTHpOBaThH OrJIaBJIEHHE

K ornasnenuro IIpUMEHSEeTCA Cl)OpMaTI/IpOBaHI/Ie 10 YMOJ/IYdHHUIO. HpI/I HEO6XOJII/IMOCTI/I JJIs1

OrJIaBJIeHUs MOXKHO U3MEeHUTh CBOMCTBA MIPUQTa U CBOMCTBA ab3a1ia.

cDOpMaTI/IpOB{:IHI/Ie IIpUMEHsdeTCd KO BCeMy OIVIdBJIEHHWIO, HW3MEHeHHe O(l)OpM.HEHI/IH

OTHEJIbHBIX YaCTel OIJIaBJIeHUS He HOITyCKaeTCs.

CDOpMaTI/IpOBaHI/Ie OIJIaBJIEHUA OCYHIeCTBJIIETCA dHAJIOTUYHO (bOpMaTI/IpOBaHI/IIO OCHOBHOTI'O
TeKCTa JJOKyMeHTa.
YTo0bbI Cl)OpMaTI/IpOBaTI) TeKCT OIJilaBJIeHHd, BbIJejimTe ero. HJ’[H J3TOro ImeJjIKHUuTe IIO0

OTJIABJICHUIO JIeBOM KHOIIKOM MBIIIIH.

4.10.6.5 Yaanuths orjiaBjieHue

YToOb! yIaNMUTh OTJIaBjIeHKe, BBIIIOIHUTE OJTHO U3 CJIeAYIONINX JIeHCTBUM:

— BoienuTe ornaBieHue IIeTYKOM JIeBOM KHOIKU MBIIIM U Ha MaHEeJId UHCTPYMEHTOB, B
paszfienie OryiaBjieHHMe HaXXMUTe KHOITIKY (=& YaanuTsb (cM. PucyHnok 288).

— BrolgenuTe ornaBieHuye 1eTYKOM JIEBOM KHOIKY MBIIIN U HakMuTe kiiaBuiry Delete Ha
KJIaBHATYype.

— IllenkHuTe 10 OrJIAaBJIEHHWIO TIPAaBOM KHOMKOM MBIIIM UM BBLINOJIHUTE KOMaHIY

KOHTEeKCTHOI'O MEeHIO YnaJme OorjiaBJICHHE.

+ hd Q‘: @ hd = ;':'\C {.:’ N3meHuTE . —

M B4 @)y -
- “— 2 L —
NobaenTe év a0 s cas Yaanute

WMabpannoe ®ann Mpaska WpudT Ab3aly OrnagneHue BcTaBka

B8 i1 (1) 20 £ .|
1) (02T ).
B | 011 () =10 o T

Pucynok 288 — Knonka Y gaaurtb
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4.11 OToOpaxkeHue Coiep;KUMOro

4.11.1 JIuueiikn

JIMHeliky OBICTPO M TOYHO PEryJMPYIOT OTCTYIIBl M IOJSI JJOKYMEeHTa II0 FOPU3OHTAId U
BepTUKaIMU. ['Opu3oHTanbHas JIMHelKa HaXOJUTCS 107 IaHeJIbl0 MHCTPYMEHTOB, BepTHKa/bHas —
BJI0JIb JIEBOT'O Kpasi IOKyMeHTa.

[To ymomuanuto o6e yivHeliku oTobpaxkaroTcs. Eciu TpeOyeTcs CKpBITh JTMHEWKH, BblbepUTe

MMyHKT KOMaHIHOTO MeHio Bup > JIuneiika (cMm. Pucynok 289).

Bvg OBwwi gocyn  Hagctpoiik

" NuHelka

HeneuaTaembie cMMETALI
Pucynok 289 — Komananoe meno Bup

4.11.1.1 HacTpouts nojisi A0KymMeHTa

[IMupuHa mnosnell orobpaxaeTcs Ha JiMHeWKax cepbIM IBeToM (cM. Pucynok 290 u

Pucynok 291).

ad

1 alls | 3 2
| /lesoe none

Pucynok 290 — I'panuna sneBoro noss

| Bepxee none |

Pucynok 291 — I'panunia BepxHero noss
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YroObl M3MEHUTh pa3Mep I10J1s, BBIIIOJIHUTe Clle[yIolue JeiCTBHUS:
1. YcraHoBuTe Kypcop Ha JIMHEHKY, YTOObI OH NIPUHSUI BUJ| IBYCTOPOHHE! CTPEeJIKH.
2. YIepxuBas JIeBYyIO KHOIIKY MBIIIY, IIPOTSIHUTe Kypcop 10 He06X0IMMOU OTMETKHU.

3. OTmycTUTe KHOTIKY MBIIIH, 9TOOBI 3aUKCUPOBATh HOBBIK pa3Mep TOJIs.

HaCTpOﬁKy rnojiemn JAOKYMEeHTda MO’KHO TdKXXe BBbIIIOJIHUTb C IIOMOIIbIO OKHA HapaMeTpm

crpaHunsI (cM. paznaen 4.10.1).

4.11.1.2 HacTpouTh oTCTyH ab3ama

VkazaTenb OTCTyma ab3ala oOToOpakaeTCss Ha TOPU30HTAIILHOM JIMHEeWKe CUHUM

TpeyroibHUKOM (cM. Pucynok 292).

Pucynok 292 — Ykazatesnb oTcTyma ab3ama

YT0OBI U3MEHUTD OTCTYIL 8638118, BBITIOJTHHUTE ClIeyIolire JevCTBUS:

1. Ynepm/IBa;[ JIEBYKO KHOIIKY MBbIIIK Hd YKd3dTeJle, IlepeTaliuTe ero Hd HeO6XOZ[I/IMy'I-O

OTMETKY.

2. OTmycTuTe KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBaTh HOBBIM OTCTYII ab3ara.

HpI/I HU3MEeHEeHUHN OTCTYIId 86381_18 HU3MEHSEeTCA TaKiKe OTCTYII nepBoﬁ CTPOKH, IIpU 3TOM

paccTosiHue MeXIy HUMH COXPAHSIeTCsl.
Hacrpoiiky oTcTyma ab3alia MOXHO TakKe BBINOJHUTH C TOMOIIbI0 OkHAa HacTpoiku

ab3ama (cMm. pazzen 4.3.3.5).
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4.11.1.3 HacTpouTh OTCTYII IepBOii CTPOKHU

VYkazarenb OTCTyIlla IepBOM CTPOKUA OTODpakaeTCs Ha IOPU30HTAJIbHOM JIMHelKe CHHUM

IIPSIMOYTOJIbHUKOM (cM. PucyHok 293).

Pucynoxk 293 — Yka3zaresnb oTCTYyI1a 11epBOM CTPOKHU

YT06BI MI3MEHUTD OTCTYTI [1ePBOM CTPOKH, BHIIIOJIHUTE CJle[lyIoIIye JeHCTBUS:

1. YnepxwBas jieByl0 KHOIIKY MBIIIM Ha yKasaTejle, IlepeTallluTe ero Ha HeoHXOIMMYIO

OTMETKY.

2. OTmycTuTe KHOIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIM OTCTYII IEPBOM CTPOKHU.

Hactpoiiky oTcTynma mepBOil CTPOKM MOXHO TakXKe BBIIIOJIHUTh C IIOMOIIBIO OKHA

Hacrpoiiku a63ama (cMm. pasnen 4.3.3.5).

4.11.2 Macmrab gfokymeHTa

[To ymomuanuto macirtab nokymeHnta cocrasisieT 100%. Ilpu Heobxomumocty Maciitab

MOXHO U3MEHUTL B GOHBH_IYIO WJIM MEeHbIITYI0 CTOPOHBI C ITIOMOIIIBIO KOMdHAHOI'O MEHIO UKW CTPOKHU

COCTOsSIHHA.

YToOBI H3MEHHUTb MacITab OOKYMEeHTa C IIOMOHOIbI0 KOMaHJHOI'O MEHIO, BbLIIIOJIHUTE

CJIeZIyIolre IeNCTBUS:

1. Bribepute myHKT KOMaHHOTO MeHIO Bup > Macmrra6 (cMm. Pucynok 294).

Bug OBwwi goctyn  Cnpaeka

NuHeiika — + —
4 v ATOA = v
Heneyartaembie CHMBOA
oo .-":"1. [ [g-) [ i w
L] r—
Pexcm npeseHTaumm
AB3au
MacwTab L ¥eenuunte MacwTab
¥heHbBWWTE MacTab
MaHens MHCTpYMEHTOE »
WAKTUUECKWA pasmep Ctrl+0

Pucynok 294 — Komananoe menro Bun
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2. B oTkpbIBIIEMCS TTOJIMEHIO BbIOEpHTe TpebyeMyto KOMaH/IY:
— YBenuuuTh MacmITad — yBeJMIuTh Tekyimii Macitab Ha 10%;
—  YMeHBHIUTH MAcHITad — YMeHbIIUTDb TeKylui Macitab Ha 10%;

— dakTH4YecKuii pa3Mep — yCTaHOBUTH MacITab rmo ymomdaauio (100%).

YToObI M3MEHWTH MacITadb C IIOMOIIbIO HWHCTPYMEHTOB, PAadcCIIOJIO’)KEHHBIX B CTPOKe

cocrosiuus (cM. PucyHok 295), BbIIIOSTHKTE OHO U3 CIIEAYIOIIUX JIeACTBUM:

Ctpannua 1 1z 1 - ® + 100% w

Pucynoxk 295 — Ctpoka cocrosiHus

— 3axaB JIeBYI0 KHOIKY MBIIIY, IlepeMeCTUTe OeryHOK BIIpaBO WK BJIEBO, YTOOBI
YBEJIMYUTh WIA YMEHBIITUTh MacIITab COOTBETCTBEHHO.

— Haxmure KHONKY +, 4TOOBI YBEJIMYUTH MacIITab, WM KHOMNKY —, YTOObI YMEHbIIIUTD
Macitab. B kaxmom cirydae mar 6yzaer coctasisth 10%.

— BrolgenuTe 3HaueHHe TeKylllero Maciitaba, peJakTUPyHTe ero BPyYHYIO0 U HaXXMUTe Ha
kiasuiy Enter.

— Haxmure Ha CTpesiKky, pacrHoJiO)KeHHYIO CIIpaBa OT 3HAauyeHHs TeKylllero maciiraba,

n BbI6epI/IT€ Tp86yeMbIﬁ MacmTab u3 BBHIIIaA4IOIIEero CIiMckKa.

4.11.3 Pexxum nipe3eHTanuu

YToObl TepedTH B peXXHMM Ipe3eHTallMd, BblOeprTe IyHKT KOMaHIHOTO MeHI0 Bup >

Pexxum npesenramun (cM. Pucynok 296).

Bvg OBwwit goctyn  Cnpaeka

Nuneika

Heneuataemble CMMBEDA

Pescnm n [FESEHTALIMKA

Pucynok 296 — Komananoe menio Bup

Pexxum nipesenTtanuu (cm Pucynok 297) mo3BosisieT UCIOIb30BaTh BeCh 3KpaH KOMIIbIOTepa

ISl TPOCMOTPA JIOKYMEHTa.
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JlJisi HaBUTraIMKU 0 CTPaHUI[AM JOKYMeHTa B JJAHHOM peXXuMe HCIOJIb3YIOTCS CleyloIiye
KJIABUIIIU KJIaBUATYPHI:
— Crpenka Bopaso v IIpobesn — mepexos k ciiefAytomiei CTpaHUIIE;

— Crpenka BieBo — 1epexof K Mpeablayliel CTpaHUIle.

Jly1st BBIXOZIa U3 peXkuMa Ipe3eHTalluu IpefiHa3HaueHa KiaBuiia Esc.

Pabotra ¢ Tabiunamu, nzobpaxenusmMu u popmynamu

_ | o) - o Jlobagnsiite TabIUIL], BCTABISUTE U YIAIAHTE CTPOKH
B B3z ‘ = U cTONOILL, BbIlediTe, 00BeIHHIHTe 1 pa3beJHHANTe
L,,A m SIMeHKH, U3MEeHSIHTe [[BeT UX 3aJIMBKH, a TaKXe
e UCTIONB3YHTE NTOBTOPeHHE 3aroiloBKOB TabIIMIlbl Ha

oo A KaXKJI0H CTpaHHILe.
e Bcerasnsitre 3obpaxkenus u GUIypLl, M3MEHSHTe WX
pasMepbl M HOJOKEHHE B TeKCTe.
o Jlobasnsitre ¥ pelakTUpyiTe MaTemaTHYecKue
Beipaxenns B gopmare LaTeX, uamensiite nx
l [r—— pasMepsl 1 NOJIOKEeHHe.,

Pucynok 297 — Pexxum npe3eHTanuu
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4.12 CpencrBa aBTOMaTH3aIMH

4.12.1 MakpoxoMaH/IbI

MakpokoMaH/ibl IPe[CTaB/sIIOT COOOM IporpaMMbl HeOOJIBIIOrO pa3Mmepa, C IOMOIIBIO
KOTOPBIX B TEKCTOBOM JOKyMeHTe aBTOMaTU3UPYyeTCsl BBIIIOJIHEHWe IPOJIOJDKUTENIbHBIX WX 9acTo
MIOBTOPSIIOLIMXCS onepanui. [ pa3paboTku MakpokoMmaHj B npuwioxeHnn «MonOduc Texcr»
WICIIOJIb3YeTCS SI3bIK IIporpaMMupoBanus Lua.

Kak npaBuio, MakpokoMaH/ibl UCIIOJIb3YIOTCS [JIsl PellleHusl ClleiyI0IINX 3a/1a4:

— nobaBjieHHe TeKCTa;

— IIOMCK U 3aMeHa I10 TeKCTY;

— yHdadJieHHWe TeKCTad.

CoxpaHeHre MaKpOKOMaH]| IOJJepXXUBAETCS TOJILKO B IIpefieslax TeKyLIero JOKyMeHTa.
Ecny aHanoruuHble MakpoKOMaH/bl TpeOyeTcsl UCII0/Ib30BaTh B JPYIOM JOKYMeHTe, CO3/lalTe KX
HeIIOCPe[ICTBeHHO B JIPYT'OM JIOKYMeHTe.

[TonpobHoe onrcanve paboThl C MaKPOKOMaHIaMU IIpUBeJleHO B JJIoOKyMeHTe « CIIpaBOYHUK

MdKPOKOMAdH/I Hd A3bIKe IIPOI'PAMMHPOBAHHA Luay.

4.12.1.1 Co3gaTh MaKpOKOMaH/Y

Yro06Bl CO3/1aTh MAaKPOKOMaH 1y, BBITIIOJIHUTE CJIe/lyloIlire 1eHCTBUSL:
1. Boibepute myHKT KOMaHOHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpOKOMaHJ

(cMm. Pucynok 298).

WMHectpymentsr Bug  OBwmia ac

Mpaeocnucanue r

HacTpaveaemel i choBape
MameHnTe AZBIK...

PegakTop MakpokomaHg

Pucynok 298 — Komangnoe mento UHCTpyMeHTBI
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2. B okne PegakTop MaKpoKoMaH]| HAXMUTe KHOTKY + (cMm. Pucynok 299).

o4 Pepakrop makpokomang 4

+ —_—

’ BoinonHute P Otnagute 0

Pucynok 299 — JlobaBieHrie MakpoOKOMaH/ bl

3. BBemure uMsS MaKpOKOMaH/bl WM OCTaBbTe WMS, YKa3aHHOe II0 YMOJITYaHHUIO
(cm.  Pucynok 300). Yrtobbl COXpaHUTh UMs, HaxmuTe kiaBuily Enter

WK IIeJIKHUTe MBIIIBIO I10 JII060H 06s1acTH PenakKTOpd MdKPOKOMAH.

4 PegakTop makpokomang *

1 BeefWTe HOBLIA CKPUNT 30eCh

Bes MmeHK

=+ —

P EBunoaturs ™ Otragurs [

Pucynoxk 300 — BBog uMeHH MaKpOKOMaH/IbI
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4. Beenure TekcT MakpokoMaH/bI (cM. Pucynok 301).

o4 PegakTop MakpoKomaHg *

range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqgin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdnc!");
10

=+ —

P Buinoanus ,?Dma,qmb | A

Pucynok 301 — BBoj TekcTa MakpoOKOMaH/1bI

Hosas MdKpPOKOMdH/Id COXPdHAETCS aBTOMATUYEeCKH.

[Ipu pobGaBneHnd B JOKYMEHT MAaKpOKOMAaHIbI Ha OOKOBOM IIaHENIW TIOSIBIISIEeTCS

KHOIIKA @ (Makpoxkomanasb) (cM. Pucynok 302).

=v v It
= 4= oue @v @ v -

Crinnm BeraBka

0

-

Mowck @

MakpokomaHga 1
MakpokomaHaa 2

MakpokomaHaa 3

— . +  100% ~

Pucynok 302 — [Ianenb paboTel ¢ MaKpoOKOMaHAaMU
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[Ipy HakaTUM Ha JJAHHYIO KHOIIKY OTKPBIBAeTCs IMaHejb paboThl C MAaKpPOKOMAaHJIAMH, C
MTOMOII[BIO0 KOTOPOU MOXKHO BBITIOJTHUTD CJIeyIOIHe JeCTBUS:

— HaUTH MakpokomaHy (cM. pasnen 4.12.1.2);

—  BBITNIOJIHUTH MakKpoKoMaHy (cM. paznen 4.12.1.3);

—  OTKPBITh PeJJaKTOpP MaKpoKoMaH/ (CM. pasfen 4.12.1.4).

UYToObl 3aKphITh TaHedb PabOThI C MaKpPOKOMaHJAMH, HaXXMHUTe Ha KHOIKY =3,
pacrnosioXkeHHY0 HaJl CTPOKOM MOMCKA, WIX TOBTOPHO HAXXMHUTE Ha KHOIIKY @ (MakpokoMaH[bI)
Ha ODOKOBO¥ ITaHEeJIH.

Kuomnka @ (MakpokomaHabl) oToOpakaeTcsi Ha OOKOBOM IMaHeNIM A0 TexX IOop, Ioka

JIOKYMeHT COJIep>KUT XOTs1 ObI OJJHY MaKpOKOMaHly.

4.12.1.2 HaiiTn MaKpoOKOMaHAY

Ecm nokymeHT conepxur Oosibllioe KOJIMYeCTBO MaKpPOKOMaHJ, JjIsi ObICTPOro IOMCKa
TpebyemMoi MaKpOKOMAH/IbI BHITIOJIHUTE CIIeAYIOIHe IeHCTBUS:

1. Ha 60k0BOIi MaHeI HAKMUTE KHOIIKY @ (Makpoxkomangsbr) (cM. Pucynok 303).

2. Ha nmaHenu paboTbl C MAKPOKOMAaHJIaMU YKaXKUTe B CTPOKe IMOKCKa 4aCTh Ha3BAaHUS WUJTU

Ha3BaHHe TpebyeMOl MaKpPOKOMAaH/IbI I1eJIUKOM.

B crmmcke MAKPOKOMaH/[T OTO6paSHTCH MdKPOKOMaH/Ibl, HAa3BdAHUS KOTOPBIX YIOBJIETBOPSIOT

YKa3dHHBIM pe3yJjibTdTdM IIOMCKA.
. & B @ -
=fHy 7 .. T

CTiamn BrraBka ~

e

E <] ®

MakpokomaHga 2

Pucynok 303 — Ilorck MakpoKOMaHIbI
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4.12.1.3 BeInOJTHUTH MaKPOKOMAaHIY

MakpoKkOMaHTy MOXXHO BBITIOJTHUTB C TIOMOIIbIO PeJIaKTOPa MaKPOKOMaH/I WU C IIOMOIIbIO
naHesy paboThl C MAKPOKOMAH/IaMH.

YTOOBI BBINOTHUTE MAKPOKOMaHAy C IIOMOIIBI0 pelakTOpa MAaKpOKOMaH]I, BBHIIIOJIHUTE
CJIefyrolye qeiCTBUL:

1. Bribepute myHKT KOMaHgHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpOKOMaH

(cm. Pucynok 304).

WMuctpymentsr Bug  OBwwmia g

Mpaeocnucanue r

HacTpaveaemblil choBaps
WMzmeHnTE A3b1K...

PepakTop MakpokomaHs
Pucynok 304 — Komangnoe menio MHCTpyMeHTBI
2. B oxHe PemakTop MakpokoMaHJ BblOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CIIHCKa

(cm. Pucynok 305).

3. Haxmure kHonKy I# BbImoaHHMTS.

=4 Peaakrop makpokomang =
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqgin();
Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MolOduc!");

+ —_—

P Buinoanume & Otnaguts [0

Pucynoxk 305 — Knonka BemoaHuts
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HNudopmariiss 0 BBHIMOTHEHWM MAaKPOKOMAHIbI OTOOpasuTcsi B obmactu  PesyibTat

(cm. Pucynok 306).

\od PeaakTop makpokomaHg

1 range = document:getRange();

Makpokomanaa | startPos = range:getBeqgin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

+ —

P BrinoanuTe k Otnagute [0

Quuetinte &

PesynbtaT: Makpokomanaa 1

MaKpommqua YCNelwHo BbINONHEHa

Pucynok 306 — Pe3ynbTaT BbIOTHEHMSI MAKPOKOMAH/TbI

YToOBI BBIIIOJIHUTH MdKPOKOMdHZly C IIOMONIIbIO IIdHEeJIN pa6OTbI C MdKpPOKOMdHIdAMH,

BBIIIOJIHUTE Cllegyromiye JerCTBUS:

1. Ha GokoBoi maHesiu HAKMHUTE KHOIIKY @ (Makpoxkomanasb) (cM. Pucynoxk 307).

= w T1 w T
f— . | m —
== Hy T .
CTiam Brraska "

¥
O

Makpokomanaa 1 DL\X)(Z?

MakporkomaHga 2

Pucynoxk 307 — Ilanenb paboThl ¢ MAaKpOKOMaHaMHU
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2. 3amycTvTe MaKpOKOMAaH[Ty OJTHUM U3 CJIeJyIOIITHUX CIIOCOOO0B:
— Ha nanenu paboThl C MakKpOKOMaHJaMHM HaBeiUTe KypCOp MBIIIM Ha Ha3BaHUe
MaKpOKOMaH/Ibl U HAXXMUTe KHOIIKY [> (Bemmosmnuts) (cMm. Prucynok 307).

—  BeimenuTe cTpoKy MakKpOKOMAH/IbI IBOMHBIM ITIETYKOM MBIIITH.

4.12.1.4 PepakTHpOoBaTh MaKpOKOMaHIy

YToObI peakTUPOBAaTh MAaKPOKOMAH/IY, BBITIOTHUTE CJIeyIOIIue JeCTBUS:
1. OTtkpoiiTe pelakTOp MaKPOKOMAaH]I OJTHUM U3 CJIETyIOITHUX CIIOCOOOB:

— Bribepute nmyHKT koMaHIHOrO MeHI0O MIHCTpyMeHTHI > PemakTop MakpokoMaHA

(cm. Pucynok 308).

WMHcTpymedtsr Bug OBwwmia g

Mpascnucadue r

HacTpaveaeme i chosaps
WMzmeHnTE A361K...

PegakTop makpokonmaHg
Pucynok 308 — Komananoe MeHio MHCTpyMeHTBI

— Ha 6okoBoli maHenu HaXXMUTE KHOIIKY @ (Makpokomanasb!) (cMm. Pucynok 309).
Ha manenu paboThl ¢ MaKpOKOMaHJaMH HaBe[UTe KypCOp MBI Ha Ha3BaHUe

MdKpPOKOMdH/[IbI, KOTOPYIO Tpe6yeTc;1 pPedakKTUpoBdTb, W HAXXMHUTE KHOIIKY

¢’ (PelaKTHPOBATD).

w 1 v T —
41

|
|
1

w o

e

uf
<
|

-

CTiam Beraeka

Makpokomanaa 1 [> 69[,\\3

MakpokomaHaa 2
Pucynoxk 309 — Ilanenb paboThl ¢ MaKpOKOMaHIaMHU
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2. B oxHe PemakTop MakKpoKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa

(cm. Pucynok 305).

3. Buecure HeoOXoouMbIe U3MEHEHUS B ee TeKCT.

H3meHeHMs B TeKcTe MAaKPOKOMaH/bI COXPAHAIOTCA dBTOMATUY€CKH.

4.12.1.5 OTiaguTh MaKpOKOMaH/Y

Hepe,u 3dllYCKOM OTJIaA9YMKd MdKPOKOMdH]ZI YCTdHOBHUTE B TEKCT€ MdKPOKOMdHIbI TOYKHU

OCTAaHOBA OTJ/IaJ4YHMKA. HJ’I}I ITOIO.

1.

OTkpo¥iTe peJakTOp MaKPOKOMAH] OJJTHUM U3 CJIEAYIOIIHUX CIIOCODOB:

Bribepute nmyHKT koMaHAHOTO MeHi0 MHCTpymMeHTHI > PegakTop MakpokoMaH[
(cm. Pucynok 308).

Ha 6okoBo¥# MaHenn HaXMUTE KHOIKY @ (Makpokomangsbl) (cMm. Pucynok 309).
Ha manenmu paboThl ¢ MakKpOKOMaHJIaMU HaBeJuTe KypCOp MBI Ha Ha3BaHUe
MaKpOKOMaH/Ibl, KOTOPYIO TpebyeTcs peaaKTUPOBATh, u HaOKMUTE

KHOTIKY ¢ (PemaKTHpPOBATh).

B oxkwne PEHaKTDp MAKpPpOKOMaH[ BbI6epI/ITe Tpe6yeMy10 MdKPOKOMdHy M3 CIIMCKa

(cm. Pucynok 310).

VYcraHoBUTEe TEPBYI0 TOYKY OCTAHOBA OTJagyuKa. [lJis 3TOro IeJKHUTE MBIIIbIO

CrlipaBa OT HOMepa CTPOKHM, B KOTOPOM HEOOXOAMMO CO3/1aTh TOYKY OCTaHOBA.

Touka ocraHoBa OyJieT 0603Ha4eHa 3HAYKOM 9.

Ycra"HoBure Apyrvue TO4YKU OCTdHOBA dHAJIOTUYHBIM O6p330M.

Ecmm tpebyetcs ynanuTh Kakyro-inb0 TOYKY OCTAaHOBA, IIEJKHUTE M0 Hel MBIIIBIO.

\d Pepaktop makpokomany >
1 range = document:getRange();
Makpokomaraa | startPos = range:getBeqin();
Makpokomanga 2 textProp = range:getTextProperties();

Makpokomanga 3 textProp.allCapitals = true;

textProp.italic = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

Pucynok 310 — Touka ocraHoBa
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JJis OTIagKy MaKpOKOMaH/IbI BBIIIOJIHUTE ClleyIoIIve AefCTBUS:

1. Haxmure kHonky £* Ormamurs (cM. Pucysok 311). 3amycTHTCS IIPOIECC OTIAmKHU
MaKpoOKOMaHJpl. Eciu B Tekcre MakKpOKOMaH/BI COJlepXKaTCs TOYKM OCTAHOBA,
TO IIPOIecC OTJIaJKHA OCTAaHOBUTCS Ha CTPOKe, KOTOpas COJEepXXUT IIepBYI0 TOUKY.
Ecnu TodkM ocTaHOBa OTCYTCTBYIOT, TO IIPOLIECC OTJIAAAKM OCTAaHOBUTCS Ha IIepBOU

CTPOKe MdKpPOKOMAdH/IbI.

o4 Pepaktop makpokomaHg *

1 range = document:getRange();

Makpokomanga | startPos = range:getBeqin();

MakpokomaHaa 2 @ textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdwc!");

+ —_—

' BrinoaHuTE ﬁ~ OTtnagnTe

Pucynok 311 — Knonka OTiagutb

2. Jlns yripaBieHMs IaraMy OTJIAAKK MUCIIOJIb3yHTe Cleyrolye KHONKMU (cM. PrucyHok 312):
= (IIlar ¢ 3ax0/10M) — BBINOJIHMTL OJWH IIAr OTJIAIKH WM 3aXOfl B Teso (QYHKIWH,
eCJIM TaKOBasl eCTh B TeKYyIIel MO3UIIUY OTJIa/IKK;
ny (IITar ¢ 06x0moM) — BBITIOJIHATD OJIUH IIAT OTJIAJKU 6e3 3ax0jia B TeJio PYHKIIUY;

;= (Illar ¢ BBIX0OMOM) — MpPOJIOJDKUTH BHINOJHEHHe MaKpPOKOMAHIBI 0 MOMeHTa

BBIXO/Ia U3 PYHKIIMM, B KOTOPOM OTJIQIYMK HAXOJIUTCS B TeKYIler TTO3ULIUH.

B mporiecce oTiajku B OKHe peJlakTopa MaKpOKOMaH]] 0TOOpaXkaroTcsl CIieAyIolue 00/IacTu:

— BsInosHeHHe — OKHO /1711 BBIBOJIa COODITIEHHH BO BpeMsl OTJIa[IKU;

— Crex BBI30BOB — OKHO CTeKa BBI30BOB;

— IlepemeHHBIe — OKHO BBIBOJIA 3HAUEHUM JIOKAJIbHBIX M TJI00AJBHBIX TEepEeMEeHHBIX,
IOCTYIHBIX HA TEeKyIeM Iare BBLITIOJHEHUSI MaKpokoMaHnbl. Eciu oTtobpaxaemast
repeMeHHas MpeJICTaBysieT U3 cebst TabauIly WM MacCHUB, TO TIPU HAXKaTHUU KHOMKHU I,

PacIIOJIOXKeHHOH ClleBa OT UMeHHU IlepeMeHHOM, JOCTYIIeH IIPOCMOTP ee COJIePXKUMOIo B

pa3BepHyTOM BHUJIE.
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\d Pepaktop makpokomaHa >

range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

MakpokomaHaa 2 @ textProp = range:getTextProperties();
5 * textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText({"MoiOduc!");

+ —_
P BuinoanuTe 3% Otnagure [ ﬂﬂ Q }*

BrinoaHeHue... CTek BEIZOBOE MepemeHHue

main{j#up:1 JNokaneHeie:

[noBaneHbie:

textProp = (DocumentAP| TextProperties)
range = (DocumentAPLRange)
startPos = (DocumentAPl.Position)

Pucynok 312 — OTiagka MakpoKOMaH/Ibl

OTJ'Ia)IKa 3aBeplIaeTcd IIpy JOCTUXXeHHWH KOHIId MdKPOKOMAH/IBI.
Ecmm Tp€6YETC$I IpepBaTb 1ponecc OTJIdAKH, HAXMUTE KHOIIKY . (OCTaHOBI/ITB

MaKPOKOMaHJY).

4.12.1.6 Yganutb MaKpOKOMaH/Y

YTOoOBI yIanuTh MaKpOKOMaH/AY, BBIIIOJIHUTE CIIeAYOIIe 1elCTBUS:
1. OtkpoiiTe pelakTOp MaKpPOKOMaH] OJTHUM U3 CJIeJTyIOIIHUX CIIOCOOOB:
— Bribepute nyHKT koMaHJgHOTO MeHI0O IHCTpyMeHTHI > PemakTop MaKpOKOMaH/

(cm. Pucynok 313).

MHcTpymedtsr Bug OBwwi go

Mpascnucadue r

HacTpaweaempl il choBape
MzameHnTe A36IK...

PegakTop makpokomaHg

Pucynok 313 — Komananoe meHio MHCTpyMeHTBI
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— Ha 6okoBo#lt aHen HaXMUTEe KHOIKY @ (Maxkpoxomannbl) (cM. PucyHok 314). Ha
MaHeM  paboThl C MAaKPOKOMaH/IaM{d HaBe[luTe Kypcop MBI Ha Ha3BaHUe
MaKpOKOMaHJIbl, ~ KOTOPYIO  Tpebyercs  yOaiWTh, W  HAKMHTE  KHOIKY

¢’ (PelaKTHPOBATD).

pr— — Lo
— W I1 w - -
— —_— 11 ] 0 -
L | w A EJJ L LY
===~ T -
CTIAN BrraBka ~

Makpokomanaa 1 D&

Pucynok 314 — [1anenb paboThl ¢ MAKPOKOMaHAAMU

2. B oxHe PemakTop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpOKOMaHAY W3 CIIMCKa
(cm. Pucynok 315).

3. HaxmuTe KHOIIKY —.

d Pepaktop makpokomMadg 4
1 range = doecument:getRange();
Makpokanmanaa 1 startPos = range:getBeqgin();
MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ _—

P Boinoanus 1? Otnagnme 1)

Pucynok 315 — Y nanenue MakpoKOMaHbI

4. B OTKpBIBIIIEMCS OKHe TO/ITBEpP/INTE y/laJieHre MaKpPOKOMAaH/IbI.
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4.12.1.7 IIpocmotpers kox VBA-makpoca

B npunoxenun «MoirOduc Tekcr» HenmocTyreH 3amyck VBA-MakpocoB, CO3[aHHBIX B

Microsoft Word. Ho BBl Moxere mpocmorperh kon VBA-MakpocoB, KOTOpble COMepXKaTcs B

JOKyYMeHTe, U IIepellnCaThb UX Ha A3bIKe Lua.

Hnsa mnpocmorpa poctynHbl VBA-Makpocel, COXpaHeHHble B TeKyIleM JOKyMeHTe

Microsoft Word.

YT0O6BI IIPOCMOTPETH U IleperrcaTb KoJq VBA-MaKpOCEl, BBITIOJIHHUTE CJIeAyrolye JEerCTBUS:

1. Otkporite DOCM-[10KyMeHT.

2. Brpibepure Lua-makpoc c HazBanveM VBA-Mopyss, B KOTOPOM COJep>KUTCS TpeOyeMblit

VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie

Modulel, BwiGepute Lua-makpoc Modulel. [Ins Beibopa Lua-makpoca BBITIOJIHUTE

OIHO U3 CJIIeIYIOIUX NeUCTBUM:

— Bruibepute nmyHKT koMaHAHOrO MeHI0 MHCTpymMeHTHI > PegakTop MakpokoMaH[

(cM. Pucynok 313). B okae PemakTop makpokomany (cM. PucyHnok 316) Beibepute

Tpebyembii Lua-makpoc.

4 Pepaktop makpokomang X
1 -- BeeguTe Baw koq Lua 30eck
Modulel
Maodule2
-- 3anyck MakpokoMaHg VBA He nogdepwueaeTcA
--[:::[
Option Explicit
Sub RemoveExcessiveEnters()
Dim lineBreakSearchRegExp As String
+ _ lineBreakSearchRegExp = GetlineBreakSearchRegBxp()
' BrinoaHute ﬁ~ Ctnagnte
PesynsTar:
Pucynok 316 — OxHo PemakTop MakpokoMaH/
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— Ha 6okoBoii maHenmn Ha)KMHUTE KHOIIKY @ (Makpokomanasbl) (cM. Pucynok 317).
Ha manenu paboThl ¢ MakpOKOMaHJlaMU HaBeJuTe KypCOp MBI Ha Ha3BaHUe

Tpebyemoro Lua-Makpoca 1 Ha)kMHUTe KHOTIKY ¢ (PeJakTHpOBaTh).

Module 1 b

Module 2

Pucynok 317 — Ilanenb paboThl ¢ MAKPOKOMaHAAMU

B oxHe PepmakTop MakpokomaHj oroOpasutcs kona VBA-makpocoB, KOTopble
coniepxatcsi B cooTBeTcTBytoieM VBA-monyine (cM. Pucynok 316).
[TepenuiuTe ko Tpebyemoro VBA-mMakpoca Ha si3bike Lua.

4. 3akpouTe OKHO pefJakTOpa MaKPOKOMaH/I.

5. Coxpanure nokymeHT B ¢opmare DOCX c nomomipio koMaHabl CoOXpaHUTH Kak

(c™m. pazpen 4.1.7.1).

B ucxogaom DOCM-nokyMeHTe BHECEeHHbIe U3MeHeHUs] He COXPaHSIFOTCS.
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INPUJIOAKEHME 1. COYETAHUSA KJIABUIII

B naHHOM npuioXeHWU IIpHBelleHbl COYeTaHWS KiaBull, ucrosibdyeMble B OC Windows,

OC Linux (cm. Tabmuma 11) m OC macOS (cm. Tabmuma 12).

Ha HOyTOyKax HekoTopble KiaBuIik MHOrodyHKnuoHanbHbl. Hampumep: F1-F12, Home,

End, PgUp, PgDn. IIpy Hakatvy Ha Takve KJIaBUIIM B npuiioxkeHuu «MoirOduc Texkcr»

HGO6XO,III/IMO OTHOBPEMEHHO YIep>XXUBaTb Ha>KaToOU KJIaBUIITY Fn.

Ta6iuna 11 - Coueranusa kiaasui B OC Windows 1 OC Linux

Coueranue KJIaBHIII

Komanna wim neiicteue

IlpaBka codeprcumozo

Ctrl+X;
) BripesaTb
Shift+Delete
Ctrl+C;
KommpoBaTh
Ctrl+Insert
Ctrl+V;
BctaButh
Shift+Insert
Ctrl+S CoxpaHuUTb

F12 (Microsoft Windows)
Ctrl+Shift+S (Linux)

CoxpaHHTb KaKk

Ctrl+Z

OTMeHHuTD rocJieiHee BbIIIOJIHEHHOE JerCTBUe

Ctrl+Y [ToBTOPUTDL pe3yNbTaT OTMEHEHHOTO JIeMCTBUS
Ctrl+Alt+Shift+V OTKpBITh pacuupeHHbIH Oydep ooMeHa

Backspace Y panuTek OAMH CUMBOIJI CJIeBa OT Kypcopa

Delete Y 1anuTh oIMH CUMBOJI CIIpaBa OT Kypcopa

Ctrl+Backspace VY nanuTh 4acThb CJI0Ba, CJIOBO WIK OOBEKT CJieBa OT Kypcopa
Ctrl+Delete Y nanuTh 4acThb CJI0Ba, CJIOBO WIK 0OBEKT CIIpaBa OT Kypcopa
Enter HauaTb HOBBIHM ab3a1g

Ctrl+Shift+ITpo6en BcraButh Hepa3pbIBHBIN MTpoben

Ctrl+Shift+ — BcraBuTh HepasphIBHBIH Aeduc

Ctrl+Num — BcraButh kopoTKOe Thpe

Ctrl+Alt+Num — BcraBuTh mimHHOE THpE

Shift+Enter BcraBuTh pa3peiB CTPOKU
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CoueTranue KJIaBHII

Komanpna nim meiictBue

Ctrl+Enter

BcraBuTh pa3pelB CTpaHUITBI

Alt+F7

Hatitu cioBo ¢ opdorpadudeckort onmmbKom

dopmamupobanue codepircumozo

Ctrl+B [omy>xvpHbIH

Ctrl+I Kypcus

Ctrl+U ITomyepkHyTBIN

Ctrl+Shift+= Hapctpounslii 3Hak

Ctrl+= [TopcTpo4HsIl 3HaK

Ctrl+Shift+A Bce nponucHble

Ctrl+Shift+C KomnupoBaTs dopMaTrpoBaHue
Ctrl+Shift+V [IpumenuTh dopmaTrpoBaHUe
Ctrl+IIpoGen OuunctuTh popMaTUpPOBaAHKE

Ctrl+L BBIpOBHATH TEKCT 110 JIEBOMY KPalo
Ctrl+E BBIpOBHSATE TEKCT IO IEHTPY

Ctrl+R BBIpOBHATH TEKCT 110 TPAaBOMY Kpato
Ctrl+J BBIPOBHSATE TEKCT 1O MIUPHHE CTPAHUILIBI

Buidenenue codepicumozo

Ctrl+A

Brimenuts Bce comepxuMoe TOKyMeHTa

Shift+Ctpenka BieBo

BriienuTh OJJMH CUMBOJI CJIeBa OT Kypcopa

Shift+Crpenka BrpaBo

Brigenuts onvH CUMBOJI CIIpaBa OT Kypcopa

Ctrl+Shift+Crpeska BeBo

BeienuTs o1HO CI10BO CileBa OT Kypcopa

Ctrl+Shift+Crpeska BpaBo

BrienuTh 0JTHO CIIOBO CIIpaBa OT Kypcopa

Shift+Home

Brienuts cofep:xrMoe 0T Kypcopa 10 Hadajia CTPOKU

Shift+End

BriienuTh comep>KuMoe OT Kypcopa JI0 KOHITA CTPOKU

Ctrl+Shift+Crpenka BBepx

Pacmuputs BeiieneHye K Hadanry ab3ana

Ctrl+Shift+Crpenka BHI3

PacrpuTs Beiienienre 1o KOHITA ab3ara

Shift+Crpenka BBepx

PacmupuTe BblzlenieHHe Ha OIHY CTPOKY/STIeliKy TabJIHIIbI

BBepx

Shift+Crpenka BHU3

PacmiupuTs BblzlenieHHe Ha OJIHY CTPOKY/s'9elKy TabJIMIlbl BHU3

JIBoMiHOe Ha)KaTHe JIeBOM KHOIIKU MBIIIA

BbI)IeJ'II/ITb CJIOBO

TpoiiHoe HaXkaTHe JIEBOM KHOTIKY MBIIIIN

Brimenuts ab3arg

Ha>kaTtue y1eBOM KHOIIKY MBIIIH U
nepemMeliieHre Kypcopa BBepX

Brigenutsb TekcT BBepx

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024




MonOdonc

Coueranue KJIaBHIII

Komanpga win geiictBue

HaskaTue 1eBO# KHOTIKM MBITIIH U
nepemeriieHre Kypcopa BHU3

Brigenuts TekcT BHU3

Ilepemeurenue no dokymeHmy

Crpesnka BeBO

Ha oxuu cumBoII BileBO

Crpesnka BIIpaBoO

Ha onun cuMBoJ BItpaBo

Ctrl+Crpesnika BieBO

Ha oxHo ciioBo BiieBO

Ctrl+Crpesnka BrpaBo

Ha oxHo cioBo BIIpABO

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHHU3

Ctrl+Crpernka BBepx

Ha nauano npeppiayiero ab3ara

Ctrl+Crpenka BHU3

Ha navano cnemyroriero ab3aia

Page Up Ha onun axpaH BBepx
Page Down Ha onuH skpaH BHU3
Ctrl+End B koner mokymenTa
Ctrl+Home K Havamy nokymenra

Paboma ¢ mabauueii

F2

[lepeliTy B pexxuM pelakTHUPOBaHUS STYeUKU

Tab wnu Ctpesnka BIIpaBo

Boigenuts crnenyronryto sueiky TabauIibl

Crpenka Bi1eBO

BbiienuTh pebIy Ty o s9eiKy TaOIrITbl

Home

Beinenuts siueliky B Hadase CTPOKH

End

BI)IIIeJ'II/ITb smeﬁKy B KOHIIe CTPOKH

Crpenka BBepx

BeinenuTs saeliky Bbllie

Crpesnka BHU3

BeinenuTs saeliky Hibke

Alt+A BcraBuTh CTpOKY BbIIIIE
Alt+B BcraBuTh cTpOKy HIKE
Alt+L BcraBuTh cronber cieBa
Alt+R BcraButh cronberr cripaBa
Ctrl+Alt+M O0bequHUTD sTYerKu
Alt+Shift+M PazbenuHUTL TUerKu
ClrkAlt+R: Y nanutb CTpoKy

Ctrl+—

Ctrl+Alt+U;

Ctele Y nanuts crosber
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CoueTranue KJIaBHII

Komanpna nim meiictBue

Alt+Shift+T;
Ctrl+-

Y nanuTh Tabnuiry

Jpyaue couemanus knaBuw

Ctrl+N

Co3zmaTs darin

Ctrl+O OTKpBITH daiin

Ctrl+Shift+P OTKpBITE OKHO HAaCTPOMKH ITapaMeTpOB CTPaHUIIBI

Ali+P OTKpBIT TaHeIb HACTPOEK KOJIOHTUTYJIOB Ha BKJIA/IKe
Homepa cTpanun

Ctrl+P OTKpBITH OKHO HaCTPOMKY IeyaTh

Ctrl+0 (s071B)

YcranoBuTh dakTrueckuit Maciitab crpanuiist (100%)

Alt+Ctrl+F BcraButh cHOCKy

Ctrl+K BcraBuTh CCBUIKY

Ctrl+F OTKpBITh TaHeNb [T0MCKa

Ctrl+/ OTKpBITb OKHO OBICTPBIX JeMCTBUN

F1 OTKpBITH CIIPaBKY MPUWIOXKEHHUS

Alt+ITpo6en OTKpBITH KOHTEKCTHOE MEHIO aKTUBHOT'O OKHA TIPUJIOXKEHHS
Alt+F4 3aKpBITb aKTUBHOE OKHO TPHJIOXKEHUS

Haskxatne 1eBoi KHOIIKY MBIIIIA

Y CcTaHOBUTE KYPCOP B IOKYMeHTe

HaskaTue 1paBoi KHOIIKY MBIIIIH

OTKprTb KOHTEKCTHOe MeHIO Bbl6paHHOFO JJIeMeHTa
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Taosmna 12 — Coueranuda kiaasuia B OC macOS

CoueTranue KJIaBHII

Komanpga nian neiictBue

IIpa6ka codepicumozo

% Cmd + X Bripesatb

$Cmd + C Konuposats

8 Cmd+V BcraButh

$Cmd + S CoxpaHUTb

f Shift + $¢Cmd + S CoxpaHHTb Kak

% Cmd+ Z OTMeHUTH IOC/eIHee BBITIOJIHEHHOe JeHCTBHe
®Cmd+Y [ToBTOPUTH pPE3yIbTaT OTMEHEHHOI'O eUCTBHUS

~c Option + { Shift + £ Cmd + V

OTKpBITH paclIMpeHHbIH Oydep odMeHa

Delete

VY manmuTh OIWH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

Y manuTh oIvH CUMBOJI CIIpaBa OT Kypcopa

38 Cmd + Delete;
~c Option + Delete

Y manmuTh YacTh CII0BA, CJIOBO WK 0OBEKT CJieBa OT Kypcopa

¢ Cmd + Fn + Delete;

~= Option + Fn + Delete

Y 1anuTh 4acThb CJIOBA, CJIOBO WK OOBEKT CITpaBa OT KypCoOpa

» Enter

Hauarte HOBGBIM ab3arl

~ Option + fI Shift + [IpoGen

BcraBuTh Hepa3phIBHBIH NTpobent

3¢ Cmd + {t Shift + —

BcraBuTh Hepa3phIBHBIH fneduc

~c Option + —

BcraButh KOpPOTKOe THpe

~ Option + { Shift + —

BcraButs nnmuHHOe THpe

{ Shift + = Enter

BcraBuTth pa3phiB CTpOKU

% Cmd + =~ Enter

BcraBuTh pa3pbiB CTpaHUITEI

~c Option + F7

Hatitu cioBo ¢ opdorpaduueckort omuoKomn

Popmamupobanue codepincumozo

% Cmd + B [Nomy>xupHbII
% Cmd + 1 Kypcus
®Cmd+U [TomyepkHy THIH

© Shift + 3¢ Cmd + =

Hapcrpounslit 3Hak

% Cmd + =

[lomcTpounsIii 3HaK

{ Shift + ¢ Cmd + A

Bce nponuchbie

© Shift + 3¢ Cmd + C

Konuposats popmartrpoBanue

{ Shift + ¢ Cmd + V

[IpumenuTh POpMaTHpPOBAHUE
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Coueranne KJIaBHIII

Komanpna niu meiicreue

A Ctrl + [Ipoben

Ouncruth popmMaTHpoBaHUe

$Cmd + L BLIpOBHSATE TEKCT 10 JIeBOMY Kpario

2 Cmd + E BLIpOBHSATE TEKCT 10 HEHTPY

$ Cmd + R BBIpOBHATE TeKCT 10 ITpaBOMY Kparo
$Cmd +J BBIpOBHATE TEKCT 10 MIMPYHE CTPaHUIIBI

Buidenenue codepicumozo

% Cmd+ A

Brienuts Bce cofepxumoe JOKyMeHTa

f Shift + Ctpenka BieBo

Brigenuts oguH CUMBOJI CJieBa OT Kypcopa

fr Shift + Ctpesika BripaBo

Boigenuts oguH CUMBOJT CTIpaBa OT Kypcopa

fr Shift + 38 Cmd + Crpenka BieBo

BrizesmTh OTHO CIIOBO CJieBa OT Kypcopa

f Shift + 3¢ Cmd + Crpenka BrpaBo

BhuizienuTh 0JTHO CJIOBO CIIpaBa OT Kypcopa

Fn +{ Shift + Crpesnka BieBo

BoizienuTs cofiepkuMoe 0T Kypcopa JIo Havajla CTPOKU

Fn +1{ Shift + Crpenka BripaBo

Brienuth cofiep>kuMoe OT Kypcopa /1o KOHITa CTPOKH

f Shift + ~ Cirl + 3¢ Cmd + Ctpesnka BBepx

Pacmuputs BelzienieHHe K Hadaily ab3ara

f Shift + A Ctrl + 38 Cmd + Crpesika BHU3

Pacumiputs Beizenenre 0 KoHIIA ab3ama

f Shift + Ctpenka BBepx

PacmmpuTts BhiienieHrie Ha OJHY CTPOKY/ST9eHKY TaOIAITbI
BBEpPX

f Shift + Ctpenka BHU3

PacmupuTs BoiienieHMe Ha OJHY CTPOKY/STUeiKy TaOIrIlbl
BHU3

JIBOMHOEe HaKaTHe JIeBOM KHOIIKY MBI

Brinenutsb ciioBo

TpoiiHoe HaXkaTHe JIeBOM KHOIKY MBIIIN

Bruinenuth ab3ars

HaxkaTtue J1eBO¥ KHOTIKY MBIIIH U
nepeMelrieHre Kypcopa BBepx

BrigenuTts TekcT BBepX

HaxkaTtue JieBO¥ KHOTIKY MBIIIH U
nepeMelnieHre Kypcopa BHA3

BI)II[EJ'[I/ITI) TeKCT BHU3

Ilepemewenue no dokymenmy

Crpenka BieBo

Ha oxgun cuMBoII BileBO

Crpenka BIIpaBo

Ha onuz cuMBo BIIpaBo

38 Cmd + Crtpesika BiieBO

Ha OJJHO CJIOBO BJIEBO

38 Cmd + Crpesika BIpaBo

Ha OTHO CJIOBO BIIPABO

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

32 Cmd + Ctpesnka BBepx

Ha nayvasno npepsinyiero ab3arma
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Coueranne KJIaBHIII

Komanpna niu meiicreue

3 Cmd + Ctpenka BHU3

Ha mauano arenyroimgero ab3zara

Fn + Crpenka BBepx

Ha onun axpaH BBepx

Fn + Crpenka BHU3

Ha OIVH 3KPaH BHHU3

Paboma ¢ mabauueii

Fn + F2

[lepeliTi B peXXuM pelakTHPOBaHUS STYeHKU

Tab unu Crpesnka BripaBo

Boigenuts cienyrolyo ss4eiky Tabauilbl

Crpenka B1eBo

BriienmuTh npebiyny o s9eidKy TaOIuIibl

Fn + Crpenka BneBo

Boienutsb sueiiky B Hadajie CTPOKU

Fn + Crpenka BIpaBo

BrimenuTsb stueliky B KOHIE CTPOKH

Crpenka BBepx

BoinenuTs sueiiky Bbilie

Crpesnka BHU3

BoinenuTs sueiiky Hinke

~< Option + A BcraBuTh CTPOKY BBILIE
~ Option + B BcraButh cTpoky HInke

~< Option + L BcraButh cronber cieBa
~< Option + R BcraBuTth cronber cripaBa

~< Option + ¢ Cmd + M

O0BegUHUTDL TUEeHKU

~< Option + f Shift + M

Pasvequuuth g4ueiiku

~= Option + ¢ Cmd + R;
3 Cmd + -

VY nanuth cTpoky

~ Option + % Cmd + U;
% Cmd + -

Y nanure crosnbers

~= Option + {I Shift + T;
% Cmd + -

Y nanuth Tabnuiry

Jlpyaue couemanus knaBuwt

$Cmd + N

CosnaTb daiin

$Cmd + O

OTKpBITH aiin

{ Shift + ¢ Cmd + P

OTKpBIT OKHO HACTPOMKH [1aPaMeTPOB CTPaHMUIIBI

~< Option + P

OTKprTb IIaHeJIb HACTPOEK KOJIOHTUTYJIOB Hd BKJIdJIKe

Homepa crpanun

% Cmd + P

OTKpBITH OKHO HAaCTPOMKH TedaTH

32 Cmd + 0 (H0ID)

VYcranoBuTh dakTrueckuii Macitab crpanuirst (100%)

~ Option + ¢ Cmd + F

BcraButh CHOCKY

% Cmd + K

BcraButh CCBUIKY
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Coueranne KJIaBHIII

Komanpna niu meiicreue

# Cmd + F OTKpBITh TaHeNb TOMCKa

8 Cmd +/ OTKpBITH OKHO OBICTPBIX AeMCTBUI
Fn+F1 OTKpBITH CIIPaBKy NPUJIOXKEHUS

% Cmd + Q 3aKpbITh AKTUBHOE OKHO MPUJIOXKEHUS

HackaTue j1eBoi KHOIIKH MBIIIIN

VcraHOBUTh KypCOp B IOKyMeHTe

Haxxatue npaBoﬁ KHOITIKH MBI

OTKprTI) KOHTeKCTHOe MeHIO BbI6paHHOFO 3JIeMeHTa
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